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OVERVIEW

This booklet includes details on Finances related to:

e Budgets — tracks amounts committed and spent using Budget categories which are a
hierarchy of Account Groups and actual Accounts

e Orders — committed and actual expenditure depending on whether the Orders are received
and invoiced. Orders can be set up to use the Budgets or “stand alone” without reference to
any Budget category.

When setting up budgets, it is advisable to “brainstorm” the likely expenditures and allocated Budget
amounts, before setting the financial budgeting categories in Amlib to ensure all the necessary
groups are entered.

You are able to access the Finance application by using the fast key Ctrl-F, from the menus or by

using the ] icon.
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PARAMETERS: INSTALLATION & FINANCE

To ensure Budget creation and Orders work effectively, it is important to set up parameters prior to
using the modules.

e Users wishing to create separate Budgets for each Library Group should consult Appendix A:
Setting Up Finances by Library Group

Supervisor

Installation: Default

1. Launch the Amlib client
2. Go to Main > Supervisor > Installation — the Installation screen will display

3. Select the Other tab

=3 Installation - STAFF at Chelsea Library [Z]

Main  LibraryMenu  Installation

F31 Save F5 Query

All ‘ Borrower | Catalogue ‘ Qirculation| Stockitem System | Other

DEFAULT
Diescription Walue d
An operator must change their password after #3559 days 365
Apply security to all Saved Files (YT A
Catalogue tag no. to populate order notes from a00
Create an audit for all Authorities (YN Ny
Create an audit for all Borrowers (k) Ny
Create an audit for all Issues prompted with messages (M) Ny

Create an auditfor all Stockiterms (i) A

Create Order Financi utarmatically,

Current¥ersion of the Amlib Software 5.20

Cefault Periodicals copy listing view (&)1l copies ar (Mot received
Cefaultto the last ¥4 days when displaying issues audit

E-mail Attachment Path CATestingEmailAttacht

E-mail Maximum Attachment Size (kh) 100000

E-mails are sent using the following method: (MAPTar {internal or (SIMTP 5

Location is Walid for Holdinos P
SCRL

4. Scroll down and adjust the following settings:

a. Catalogue tag no. to populate order notes from — this enables the data from a
particular Tag to come through into the Order — for example: BRN Number or a
specific Tag from the Order Catalogue that could be useful

b. Create order financials (A)utomatically, (M)anually or (D)isable — the Value column
needs to have either A, M or D entered:

ENTRY EXPLANATION EXAMPLE
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Automatically create Budget links from the Orders
created within an Order Header to Finances. Must
also set up the Transaction Types table with the

appropriate settings (for example: Must use Order
Place, and Order Invoice and/or Subscription) See
also Transaction Types

**RECOMMENDED SETTING**

Create separate orders for each
item which then commits the
amount to the current Budget — for
example: 10 fiction items, with
Stockitems created, the Order links
to the Fiction Budget.

Manually create Budget links from Financial
Transactions, without using the Orders or Order
Header. It is possible to create Commitments
and/or Invoices within Finances [Ctrl-F]. Must also
set up the Transaction Types table with the

appropriate settings (for example: Must use
ORDERPLACE or ORDERINVOICE and/or
SUBSCRIPTION)

Create bulk order for items from a
supplier which also commits the
amount to the current Budget — for
example: 10 fiction items, no
Stockitems created, the Order links
to the Fiction Budget

Disable the link from Orders to Budgets so that
Orders can be used independently of the Finance
Application. If this option is chosen, there is no
need to set up the Transaction Types table as this

option disables use of Transaction Types. Orders
will not/cannot be invoiced.

Create separate orders for each
item but do not commit the
amount to a Budget — for example:
10 fiction items with Stockitems
created, but no links to the Fiction
Budget

c. Reservation prompt on order placement (Y/N) — if you wish to be prompted about

Reservations on each Order creation select Y

d. Reservation prompt on order receipt (Y/N) — if you wish to be prompted about

Reservations on each Order received select Y

e. System supplied Order Number - if set to Y, the system will supply an order number

automatically. If you wish to enter your own order numbers to correspond to your

financial orders for administration, set thisto N
5. Click the F3 Save button when complete

6. Exit and restart the Amlib client for these settings to take effect
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Installation: By Individual Location

It is also possible to adjust these settings by individual Location.

1. From the Supervisor module Installation screen menu, select Installation > Choose Location
—the Installation location prompt will display:

Installation
Code Details Group A

EDEFAULT DEFAULT
EBELMON1 Belmont Library LIBRARY
 BELMONT, Belmont ITS Dept ITS

| CHELSEA Chelsea Library  LIBRARY
: CHELSEA: Chelsea ITS Dept ITS
EHASTINGE Hastings Library LIBRARY
EHOME Home Library Service LIBRARY
ILL Inter Library Loans LIBRARY
ELIBRARY Library Processing LIBRARY
MARS Mars Lunar Base LIBRARY
EMOBILE Mobile Library LIBRARY ~

< ¥

OK ‘ Cancel |

2. Select a location (for example: Chelsea Library) and click the OK button
3. The Installation screen for that location will then display

4, Select the Other tab

If you would like to use the DEFAULT setting for any parameters, then you can leave the settings in
this table blank (any changes to the settings on this screen will only apply to that location)

5. Scroll down and adjust the following settings:
a. Catalogue tag no. to populate order notes from
b. Create order financials (A)utomatically, (M)anually or (D)isable
c. Reservation prompt on order placement (Y/N)
d. Reservation prompt on order receipt (Y/N)
e. System supplied Order Number
6. Click the F3 Save button when complete

7. Exit and restart the Amlib client for these settings to take effect
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Usernames

EOQY (End of Year) Processing — which allows the Budget to move the commitments from the past
year to the new Budget Year — requires the use the EQY rollover facility.

1. Launch the Amlib client

2. Go to Main > Supervisor > UserNames — the User Names screen will display:

%3 User Names - STAFF at Chelsea Library E]

Main  LibraryMenu

F1 Hew | F2 Insert F3 Save F4Delete| F5 Query | F& Print | FT HetWk | F8 Choose | F3 Passwil

User Name Location Circ at this | Level ||
Location Only
{¥/N)
CIRC CHELSEA N 100
DIy CHELSEA N 91
' CHELSEA ; N
NETOPACS WEB N 100
OPACH CHELSEA N 91
STAFF CHELSEA N 100

| SCRL

3. Select a User Name in the table and click the F8 Choose button —the User Security screen
will display

Check the Buttons for the Finance and Order menus especially the newer screens in End of Year Exist,
End of Year Create, Budget Create, Budget Modify

4. To check if the buttons are active (for example: End of Year Exist) select ViewingMenu >
Finance > EndOfYearExist — the FinEQYExist button table will display:

FinEOY Exist
GLERY | rRANSFEﬂ
F1 F F3 FA F5 F6 F7  F8 F9  FI0
| RUM

5. Click on buttons with your mouse to activate/deactivate them (green = active, red = inactive)

6. Menu access is given by finding the relevant menu in the ActualMainMenu — for example:

select ActualMainMenu > Finance > EndOfYearExist
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7. Menu Chosen display should now be: Finance.FinEOYExist

8. Click the green Give button to ENABLE the Users access to this screen —you can then check
the same setting in CurrentUserMenu to see if it has been successful if you like

WiewingMenu  ActualMainMenu  CurrentUserMenu

I

9. You may also want to check that you have activated the newer ability of the user to Set
Order Statuses: select ActualMainMenu > Orders > StatusToOrdered and click the green

- button

10. Click on the red [ X ] to close the User Security screen when complete

11. Exit and restart the Amlib client for these settings to take effect
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Finance

Financial Years

1. Launch the Amlib client

2. Go to Main > Finance > FundsFinance — the Financial Transactions screen will display

3. From the menu, select Funds > Financial Years — the Financial Year Records screen will

display:
Financial Year Records - STAFF at Chelsea Library E]
Main  Application  Funds
F1 Hew | F2 Insert F3 Save | FdDelete F5 Query
Lib Group: |L|BR:5~R‘I' j
Current Financial year :
Year Start of Year | End of Year 2

Date Date

2011 010

2010 01701720110 31122010

b

Note: Deleting a Financial year will delete all data relating to that year

Note: Changing a Financial year's start and end dates will not recalculate
data already entered

MM

4. Click the F1 New or F2 Insert button to create a new entry

5. Set the Start of Year Date and End of Year Date as required — financial years can be Calendar
year or Financial year

6. Click the F3 Save button when complete

Current Financial Year

If a Current Financial year is entered and saved, then this allows you roll your committals from one
Budget to the next. That is, monies for items ORDERED but not yet INVOICED. Think carefully before
setting the Current Financial year as it cannot be unset. If you do not intend to roll your committals

over from one budget to the next, then do not set Current Financial year.

Please Note: This process cannot be set until after a budget is created!
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Account Groups/General Ledger Codes

Assigned for reporting and budgetary purposes. Until these are entered the actual Account Codes
cannot be created.

1. Launch the Amlib client

2. Go to Main > Finance > FundsFinance — the Financial Transactions screen will display

3. From the menu, select Funds > Account Groups — the Fund Account Groups / GL Codes

screen will display:

Fund Account Groups / GL Codes - STAFF at Chelsea Library E]
Main  Application  Funds
Fillew | F2insert| F3Save | FaDelete| | F50uery| FéPrint | |
Lib Group: ||-|BRARY j
Report Code Stop on Description 7]
Level % over
Budget
1 ADM 0 Administration
1 CHS 0 Chelsea Branch
1 DEPT 0 Departments
1 HAL 0 Hastings Branch
1 ILL 0 Inter Library Loans
1 INV 0 Inverness Branch
1 RESOURCES 0 Resources
2 BV 0 Book Vote
2 CE 0 Capital Expenditure
2 OE 0 Operation Expenditure v
< a
| rUM

a. Up to four (4) Account Groups can be defined for each account, with optional budget
variation limits

b. Each site can create Account Groups to reflect their current procedures — the Codes
can be alpha-numeric and up to 10 characters in length

c. The Number of Levels is optional but the maximum is four (4) levels plus the actual
Accounts

4. Click the F1 New or F2 Insert button to create a new entry

5. Set the Report Level, Code, Stop % over Budget value (see below for further information)and
Description

6. Click the F3 Save button when complete
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Example 1: Four (4) Levels plus Accounts

EDUC

I_I_I I

RUNNING

COSTS

1
1 1 1

Example 2: A simpler setup could be two (2) Levels plus Accounts

Level 1

1
Level 2 BOOKS
l

1
NON-
Accounts FICTION FLCTION

STATIONERY EQUIPMENT

REFERENCE
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Stop on Percentage over Budget

This value is used when transactions are created. For example: if the budget is $1500 and the % value
was 10% then this means the committed transaction may total $1650.00 before the transaction is
rejected.

Please Note: It may be better to set the Stop Override at the General Ledger level rather than on
specific Accounts to allow for more flexibility. If a financial transaction passes through the Account
stage, it is then checked at each of the general ledger levels and stops if it comes across any level in
the hierarchy that prevents the transaction being processed due to the override percentage. If it
comes across a Stop Override at any of these levels it does not check any further.

Accounts

Accounts are linked to the Account Groups (see above). They represent the end point in any
financial mapping schema. They are sometimes also referred to as General Ledger Codes.

An Account must be supplied for all transactions. This is the specific funding category for the
expenditure (Budgetary monies are generally assigned to Accounts)

1. Launch the Amlib client

2. Go to Main > Finance > FundsFinance — the Financial Transactions screen will display

3. From the menu, select Funds > Accounts — the Fund Account and GL Codes screen will

display:

Fund Accounts and GL Codes - STAFF at Chelsea Library E]
Main  Application  Funds

Fillew | F2insert| F3Save | FiDelete| | F50uery| F Print | |

Lib Group: |L|BRAR‘I' j
Account Type Description Stop on GL GL GL GL -~
Mo 1.E. % owver Code Code Code Code
AL Budget 1 2 3 4
BOOK i E :Book material ; : :
NON BOOK E :iMon Book material 10 (ADM
10010 E :Adult Fiction 10 [CHS BV BBK
10020 E  :Adult Non Fiction 10 iCHS BY BBK
10030 E Picture Story Book: 10 :CHS BY BBK
10040 E Junior Fiction 10 CHS BY BBK
10050 E Music Cassetie 10 iCHS BvW BMU
10210 E Music CD 10 iCHS BvW EMU
10220 E iJunior Cassette 10 iCHS BV BMU
10230 E iJunior Music CD 10 iCHS BV BMU
18010 E :Compwuter Equipmei 10 (CHS CE CCE
18020 E :Compwuter Equipmei 10 (CHS CE CCE
18050 E Furniture Fittings &; 10 :CHS CE CFU —
< >

MM
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Account Code Types:

e |=Income

e E =Expenses (printing costs, subscriptions, stationary)

o A= Assets (Books, Equipment, etc —items of value that can depreciate)
o L—Liability

Please Note: It is useful to print the Account Codes so that you can refer to the codes when creating
Orders, etc.
4. Click the F1 New or F2 Insert button to create a new entry

5. Set the Account No, Type, Description, Stop % over Budget value and the GL Codes that
represent the mapping schema

6. Click the F3 Save button when complete

Accounts can also have a percentage over budget factor, which allows a transaction to proceed even
if the budget value has been exceeded. If you wish this can be set to 100% to allow spending over
Budget in each Account. If set to 0%, the Account spending cannot be exceeded.

e |tis possible to specify a separate Account for GST (see Tax Codes for more details)

Allocation Codes

Used for reporting and query analysis. For example: the code may indicate the Officer or Department
responsible for approving the Order. Allocation codes may be up to 10 characters in length.

1. Launch the Amlib client

2. Go to Main > Finance > FundsFinance — the Financial Transactions screen will display

3. From the menu, select Funds > Allocation Codes — the Financial Allocation Codes screen will

display:
Financial Allocation Codes - STAFF at Chelsea Library E]
Main  Application  Funds
Fillew | F2insert| F3Save | FdDelete F5 Query| Fé Print |
Lib Group: |L|BRAR‘I’ j
Allocation Description ™
Code
JNR Junior School
PC Peter Costello
PK Paul Keating
SNR Senior School
WS Wayne Swan

4. Click the F1 New or F2 Insert button to create a new entry

Last Updated: 21 August 2013
Page 17



Finance and Orders Manual

5. Set the Account No, Type, Description, Stop % over Budget value and the GL Codes that

represent the mapping schema

6. Click the F3 Save button when complete

Currency Codes

An entry must be made for Australian dollars as shown. You may also include other currencies.

1. Launch the Amlib client

2. Go to Main > Finance > FundsFinance — the Financial Transactions screen will display

3. From the menu, select Funds > Currencies — the Exchange Rates screen will display:

Exchange Rates - STAFF at Chelsea Library E]
Main  Application  Funds

F1 Hew | F2 Insert F3 Save | F4Delete F5 GQuery |  F6 Print

Currency Description Rate Date of Currency i)
Code Factor Entry Symbol
AUD Australian § 1 200022011 AU%
EUR Euro £ 1.3503 2000272011 £
GBP Pound Sterling £ 1.6025 2040272011 £
NZD New Zealand $ 0.7508 200022011 NZ$
usp United States § 0.9875 200022011 Us$
.v.

T

4. Click the F1 New or F2 Insert button to create a new entry

5. Set the Currency Code, Description, Rate Factor, Date of Entry and Currency Symbol

6. Click the F3 Save button when complete
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Transaction Types

Transaction Types are used when creating both automatic and manual financial entries (or postings
to the budget).

e The table can be used to setup the definition and validation of Transaction Types,
determining which optional fields must be completed when entering a transaction

e A number of default types exist in the table.

e Itisimportant that the 2 Transaction Types of ‘ORD’ and invoice ‘INV’ be set up prior to
using the Orders and Invoices.

e This table can also determine the headings that will appear above certain fields in the
transaction entry screen.

For example: the Value field can be set as a header of Total Cost and will appear in that format above
that field in the Transaction screen.

Order numbers should be placed in the Amlib Ref 1 Head field and the Amlib Supplier’s code should
be placed in the External Reference Head field

1. Launch the Amlib client

2. Go to Main > Finance > FundsFinance — the Financial Transactions screen will display

3. From the menu, select Funds > Transaction Types — the Fund Transaction Types screen will
display:

Fund Transaction Types - STAFF at Chelsea Library [Z]
Main  Application  Funds

Fillew | F2Insert| F3Save | F4Delete| | F5ouery| FéPrint | |

Trans Transaction Type Must | Alloc |[MH GTY MH Cost MH | Value MH Ext MH Ext ™
Type Description Have | Field |QTY | Field [COS1 Field VALUE Field | Ext Ref Ext Ref2
Alloc.| Head Head Head Head | refl| Head |Ref2 Head

INC Income Entry N Person Y Quantity, Y Unit Cost Y Total N Custome: N Invoice N

INO Invoice wio N Person Y Guantity ¥ Unit Cost Y Total N Suppliery Inveice N
Order

INV Automatic N Person Y Cuantity ¥ Unit Cost | Y Total Y Suppliery Inveice N
Invoice

ORD  Automatic Order N Person Y Quantity, Y Unit Cost ;Y Total (Y Supplier; N Invoice N

SUB  Subs Order Y ApprovedY Issue Oty Y Total CostY Cost Y Order NéN Invoice N

b

e Use the arrow key at the base to the table to scroll to the right to add the other parameters
in the table (MH = Must Have)
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Fund Transaction Types - STAFF at Chelsea Library E]
Main  Application  Funds
Fillew | F2insert| F3Save | FaDelete| | F5ouery| FéPrint | |
MH Amlib MH Ext MH Ext lMust Default | Def, Addto Amlib Process [
Amlih Ref 1 Amlib Ref 2 Amlib Ref3 Have | Account |sign Actual, Must use this
Ref 1 Head Ref 2 Head Ref 3 Head Trans Number + | Commit
Desc - |or Budget
N Amlib Ref 1:N Amlib Ref2:N Amlib Ref 3:¥ - A
N Order NumkN Crder Line ;N Additional EY + A
N Order Numk N Order Line iN Additional EY + A ORDERINVOICE
Y Order NumkN Order Line iN Additional EY + iC ORDERPLACE
Y Y N n N n Y + iC ORDERPLACE

As previously mentioned, the table will determine how the transaction screen displays, the validation
(re: compulsory fields) and how the transactions interact with the budgets and ordering processes.

For example, against an Order transaction the headings could include:

e Allocation Code (heading “Attention” or “Responsibility”)
e Quantity (“Quantity”)

e Cost (“Unit cost”)

e Value (“Total Cost”)

The validation needs to be set for each Transaction Type. You will need to choose the correct Add or
Subtract default and choose whether it would be set to Actual, Commitment or Budget calculations,
depending on the Transaction Type is being dealt

Please Note: It is recommended that expense transactions are entered as positive (+) default values
and income transactions are entered as negative (—) default values in the table.

A drop-down list of options in the far-right hand column is selected for a particular transaction. This
is used to implement automatic processing by Amlib in certain circumstances. An automatic process
will be invoked if you have set the Transaction Type to link to a particular Amlib process listed. This
should be set for:

e Invoice: Order Invoice
e Order: Order Place
e Subs Order: Order Place

To create a new entry:

1. Click the F1 New or F2 Insert button
2. Set the fields as shown above

3. Click the F3 Save button when complete

BUDGET CREATION
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Budget creation will differ depending on:

e  Whether you have previously created a Budget for use with the Orders/Invoices module

e Whether you wish to roll over committals* from one year to another
The instructions below outline 3 Budget Creation options:
OPTION 1: Setting Up a Budget for the First Time
This option is used for setting up a Budget for the first time. Once the Budget has been set,
the user will decide whether Committals* will in future be rolled over from one year to

another or left associated with their separate Budget Years.

Notes: There is currently no existing Budget and the Orders module has not previously been
used.

OPTION 2: Setting Up Subsequent Budgets (Committals Rolling Over)
This option is used for creating any subsequent Budgets where End-of-Year Rollovers need to

be performed - this involves any Budget where the Current Financial Year has been set (this
is the setting that determines if Committals* will roll over).

Committals* are to be checked and rolled over from previous Financial Year to the (new)
Current Year.

Notes: A Budget has previously been set-up and used to create Orders and Invoices. This
Budget has been configured to roll over any outstanding Committals* into the next Budget.

OPTION 3: Setting Up Subsequent Budgets (No Committals Rolling Over)

This option is used for creating any subsequent Budgets where NO Committals* will be
rolling over to the next Budget (Traditional method).

End-of-Year procedure to be performed.
Notes: A Budget has previously been set up and used to create Orders and invoices. The
Budget has been configured to leave outstanding Committals* associated with their separate

Budget Years.

*What are Committals?

e Committals are the costs for Orders that have been ORDERED but not yet INVOICED
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OPTION 1: SETTING UP A BUDGET FOR THE FIRST TIME

This option is used for setting up a Budget for the first time. Once the Budget has been set, the
user will decide whether Committals will in future be rolled over from one year to another or left
associated with their separate Budget Years.

Notes: There is currently no existing Budget and the Orders module has not previously been used.
Task 1: Create the Budget

1. Launch the Amlib client

2. Go to Main > Finance > Budgets — the Budget Totals screen will display:

=] Budget Totals - STAFF at Chelsea Library E]
Main  Application  Funds  Options

F Create| F2 Modify! FaDelete| | F50uery| F6Print |

Lib Group: |L|BRARY LJ
Year Total Actual Committed 2
Budget

3. Ensure the correct Lib Group: is selected in the drop-down box — for example: LIBRARY
(for more information on Library Group set-up — see: Appendix A: Setting Up Finances by

Library Group)

4. Click the F1 Create button —the Budget prompt will display:

Budget

The following budgets are
currently in developrment:

Year fad

Budget Year | 2010

5. Enter a Budget Year — for example: 2010

6. Click the OK button —a prompt with the following mrssage will display: A budget for YYYY
does not exist. Do you want to create it?
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Budget Totals - Create

: ?r_/ & budget For 2010 does not exist, Do you wank ko create it?

7. Click the Yes button - the Select Accounts screen will display:

Select Accounts

Flease zelect the accounts that you want to include in the 2010 budget, then
press OFK.

Account Description

o010

10151

Computer Equipment & M aintenanc
18020 Cornputer Equiprient Depreciation

Ok | Cancel

8. Select the Account(s) to be entered into the new budget

HINT: Highlight Accounts by clicking with the mouse. To highlight a range, click the first Account and
find the last Account in the range and hold down the Shift key and click with the mouse. To highlight
certain Accounts, hold down the Ctrl key and click with the mouse. Accounts appear in green.

9. Click the OK button when complete — the Account Group Budget Creation & Maint screen
will display

10. You may now proceed to assign Account values in the Budget for YYYY column as required (it
is possible to leave assign no Budget and leave the value at 0)

11. If you have created a GST Account, be sure to Calculate it as 10% of the total budget
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=] Account Group Budget Creation & Maint. - STAFF at Chelsea Library E]
Main  Application  Funds  Options
F2 Percent F3 Save F4 Delete F5 Query | Fé Print FT Transfr
Total Budget for 2010: $150,000.00 Lib Group: LIBRARY
Code Account Budget | Previous Previous Previous | Percent | Previous had
Group for 2010 B¢dget Budget Actual | of Actual | Commitments
B4l

a0 Adrministration 7.500.00 A2, 0.00 0.00 2B, 0.00
BOOK Book material 5.000.00 2B, 0.00
MNOM BOOK, Maon Book material 2500.00 A, 0.00
CHS Chelsea Branch 127 500.00 0.00 0.00 M A, 0.00
B Book Yate 99,000.00 0.00 0.00 oA, 0.00
BEK Boaoks 95,000.00 0.00 0.00 A2, 0.00
10010 Adult Fiction 50,000.00 2B, 0.00
10020 Adult Man Fiction 15,000.00 M A8, 0.00
10030 Picture Stom Book 5.000.00 M A8, 0.00
10040 Junior Fiction 25,000.00 22, 0.00
BMU P ugic 4,000.00 0.00 0.00 oA, 0.00
10050 Music Cassette 500.00 A, 0.00
10210 Music CD 1.500.00 A 0.00 v

HINT: It may be easiest to enter Budget Amounts starting at the bottom of the table entering the
specific amounts for each Account Group. As the amount is entered it is tallied up through the levels
to the Total at the top. Specific Accounts do not need to have an amount.

12. Click the F3 Save button when complete

Please Note: You may save an in-preparation Budget at any time by clicking the F3 Save button, after
which it can then be closed. The Budget will not be visible in the Budget Totals screen but can be re-
opened at any time by once again clicking the F1 Create button, selecting the Budget Year and
clicking the OK button.

Account Group Budget Creation & Maint. - STAFF at Chelsea Library E] D
Main  Application Funds  Options
F2 Percent F3 Save F4 Delete F5 Query | Fé& Print FT Transfr
Total Budget for 2010: $150,000.00 Lib Group: LIBRARY
Code Account Budget | Previous Previous Previous | Percent F'rev_ious [A]
Group for 2010 B¢Sg:3t Budget Actual | of Actual| Commitments l J
A0 Adrminiztration 7.500.00 A8, 0.00 0.00 M2, 0.00
BOOK Book material 5.000.00 M A8, I 28, 0.00
KON BOOK, Man Book material 2 500,00 [RRr [RR 000
CHS Chelzea Branch 127 ,500.00 M A8, 0.00 0.00 28, 0.00
BY Book Yate 99,000.00 I A8, 0.00 0.00 I 28, 0.00
BEK Books 95,000.00 R 0.00 0.00 T A 000
10010 Adult Fiction 500,000.00 T A2, I 22, 0.00
10020 Adult Mon Fiction 15,000.00 A8, 28, 0.00
10030 Ficture Story Book 5,000.00 T A8, 0.00
10040 Junior Fiction 25,000.00 [RR 0.00
BL I usic 4,000,00 0.00 0,00 e 0.00
10050 Muzic Cassette H00.00 1 A8, 0.00
10210 Mugic CO 1.500.00 I A8 0o s

Task 2: Transfer Budget to the Live System

Last Updated: 21 August 2013
Page 24



Finance and Orders Manual

Once a Budget is complete, it can be transferred to the Live system (and used for Orders/Invoices):

1. Onthe Account Group Budget Creation & Maint screen, click the F7 Transfer button —a

prompt with the following message will display: Transfer all of the budget details for YYYY
to the live system. Are you sure?

-

Transfer

9

H_../ Transfer all of the budget details for 2010 ko the live system, &re you sure?

2. Click the Yes button — a prompt with the following message will display: The budget details
for YYYY have been transferred successfully.

-

-,

Transfer

L3
le) The budget details For 2010 have been transferred successFully,

3. Click the OK button —the Account Group Budget Creation & Maint screen will close

Budget Totals - STAFF at Chelsea Library  (Live DB v5.2) (=)
Main  Application  Funds  Options

Fi Create| F2 Modify! FiDelete| | F5Query| F6 Print |

Lib Group: |L|BRAR‘|" j
Year Total Actual Committed sad
Budget

$150,000.00 $0.00 $0.00

4. The new Budget will now display in the Budget Totals screen

5. If you want to keep the Committals* separate for each Financial Year, and do not want the
amounts to roll over to the next Financial Year, the Budget setup is now complete. You can
now set up your Order parameters and begin to create Orders!

Task 3: Committals (Optional)
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If you wish to set up the Budget to be able to have the committals roll over from one year to the

next, it is possible to do so by setting the Current Financial Year.

Once the Budget is transferred to the Live system:

1. Launch the Amlib client

2. Go to Main > Finance > Budgets — the Budget Totals screen will display

3. From the menu, select Funds > Financial Years — the Financial Years Records screen will

display:

Financial Year Records - STAFF at Chelsea Library

JokS

Main  Application  Funds

F1 Hew | F2 Insert F3 Save | FdDelete F5 Query

Lib Group: |LIBRAR‘|’

]

Current Financial year: | 2010

Year Start of Year
Date

2011 01012011 |

2010 01/01:2010

End of Year &
Date

3122011
31122010

b

Note: Deleting a Financial year will delete

Note: Changing a Financial year's start and
data already entered

all data relating to that year

| end dates will not recalculate

T

4. Enter the Current Financial year: — for example: 2010 (the year must be a selection in the

table underneath)

5. Click the F3 Save button — a prompt with the following message will display:

Setting the current financial year will change Amlib to use single year fund accounts. All

orders and invoices will be processed against accounts for the current financial year and

the End of Year processing has to be run to transfer commitments to the new year. The

financial year will be updated on orders with outstanding commitments and the totals

calculated for each account will be checked. Are you sure you want to continue?
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Financial Year update

9P Setting the current financial vear will change Amlib to use single vear fund accounts. All arders and invoices will be processed
against accounts For the current financial year and End OF Year processing has ko be run to transfer commitments to the new year.

-
-
The financial wear will be updated on orders with outstanding commitments and the kotals calculated For each account will be checked.

Are you sure wou wank ko continue ?

6. If the Yes button is clicked, a prompt with the following message will display: Transfer the
commitments from Accounts in past years to the accounts in YYYY. Are you sure?

-~

Financial Year Records - Mew Financial Year

:{’/ Transfer the commitments From the Accounts in past vears to the accounts in 2010, Are you sure?

7. If the Yes button is clicked, a prompt with the following message will display:
The current Financial Year for the group LIBRARY is now set to YYYY
Log off and on all instances of Finance module to pick up the new financial year

parameter.

-,

’

Financial Year

1 The Current Financial ¥ear For the group LIBRARY is now set to 2010
Log aff and an all instances of Finance module ko pick up the new financial vear parameter,

8. Click the OK button
9. Log out of the Financial module using Ctrl-L and then log back in before any Orders are

created
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OPTION 2: SUBSEQUENT BUDGETS (COMMITTALS ROLLING OVER)

This option is used for creating any subsequent Budgets where End-of-Year Rollovers need to be
performed — this involves any Budget where the Current Financial Year has been set (this is the

setting that determines if Committals™ will roll over).

Committals™ are to be checked and rolled over from previous Financial Year to the (new) Current
Year.

Notes: A Budget has previously been set-up and used to create Orders and Invoices. This Budget has
been configured to roll over any outstanding Committals® into the next Budget.

Task 1: Clearing up Outstanding Orders

Before running through the checking of commitments and setting the Budget a site may wish to
report on their current outstanding Orders.

1. Launch the Amlib Client

2. Go to Main > Reports > RepOrders — the Order Reports screen will display:

7 Order Reports - STAFF at Chelsea Library E]
Main  Application

F1 Hew F2 Modlify F3 Save F4 Delete F5 Query Fé Print FT Where | F3 View

Repori Updat Report Report Template AT
Stats | Entity Description Type
Code | {Y/N)

N s Notice Claims Notice Sorsicl.qrp

Y iClaims Notice Via Email Claims Notice via Emati &orsiecl.qrp

Y (EDIFACT Orders {New) EDIFACT Order Soredi.qrp

N :Email Order Email Order inc Tax | &osemail.qrp

N :MYOB Accounts Link MYOB Account Link MYOBORD.QRI

N Order Form Order Form GST &ordgst.qip

3. Select the F1 New button —the Select Report Format table will display:

Select Report Format
Diescription Update] File Mame i
History
Crder Farm ine Tax ] Eordfrm.grp
Crder Status Motice ] Lorsi.grp
Order Status Maotice via Email Mo Eorsiegrp
Orders {ho Supplien Details Mo PROODT1 00
Mo PROSI100.arp
il

Orders & Stockiterns

0100.grp

Crders without stockiterns ] Lorwostk.grp
FPurchase Order hd LEORDPRT.grp
Feturns Matice ] &orsir.grp
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4. Highlight the&0SD100.QRP template — Orders (with suppliers) - Details and click the Select
button

5. Type in a Description — for example: Outstanding Orders
6. Click the F3 Save button

7. Highlight the report and click the F7 Where button — the Order Reports — Where screen will
display:

o

Order Reports - Where

1 Choose Search Column 2 Choose Operator

OrdLine Line 5 o
OrdLine Line 6

OrdLine Quantity Ordered ~
OrdLine Quantity Received [ -
OrdLine Quantity Invoiced B & < o< o> s
OrdLine Process &

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL
| Faste

ﬂ Optional Multiple Brackets ﬂ Special

{ Column Cper Where ] 9
: Order Date Placed < |CurrentDate EAND L4

CrdLine Quantity Rece

Delete

g A

8. Paste in the following Where statement:

a. Order Date Placed < Current Date (select the latter using the Special button)

b. OrdLine Quantity Received < OrdLine Quantity Ordered (select the latter using the
Special button)

Where

Crdline Quantity Received =

Crder Total Cost (Tax Inclusive) -
Crder Total Cost (Tax Exclusive)
OrdLine Line Mumber

OrdLine Quantity Ordered

OrdLine Quantity Invoiced

OrdLine Total Cost (Tax Inclusive)
QrdLine Total Cost (Tax Exclusive)
CatRef ha

BE

Paste | Cancel‘

9. Click the F3 Save button when complete
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10. Click the F9 Order button and arrow across Supplier Code and Order Number from the
Columns box into the Order By box

11.
12.

Order Reports - Order By

F3 Save

Columns

Supplier Code ~
Supplier Mame

Supplier Fax Mo

Supplier Lead Time
Supplier Ernail Address

Supplier Use Email ()

Supplier EDI Email Addrass

Supplier Use EDI (M)

Supplier Forex Code

Supplier Tax Code

Supplier Claim Code

Supplier Discount

Supplier Discount Type (5r%)

Order Mumber

Crder Summary hd

‘ F5 Querny

B S

ASC

Order By

DESC

Column ”~

Supplier Code

Order Mumber

Click the F3 Save button

Click the F8 View button to view a list of orders that are still outstanding

S0S0100.grp

Orders (with Suppliers) - Details - Outstanding Orders

Supplier Order Summary

130072007

DYM

190

190

190

Order Dept
Dymocks

Can also purchase from City

store with this Account
YWinter warmers Bk 1

YWinter warmers Bk 2

YWinter warmers %id 1

Tel. 953 5833

Fax
Email dymocks@store wa.com

OtyOrd: 1.00
CtyRecd: 0.00

OtyOrd: 1.00
CtyRecd: 0.00

OtyOrd: 2.00
CtyRecd: 0.00

If these are outstanding orders from previous financial years still expected to be supplied
they should be left committed

If the Orders are not going to be supplied the Order Lines needs to be deleted or CANCELLED
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Task 2: Check Commitments from the Budget Totals/Options Menu

This step involves checking all outstanding commitments. These will be moved to the next Financial
Year when you run the EQY processing.

1. Launch the Amlib client

2. Go to Main > Finance > Budgets — the Budget Totals screen will display:

=] Budget Totals - STAFF at Chelsea Library [Z]
Main  Application Funds  Options

Fi Create| F2Modityl F3EOV | Fapelete| | F5ouery| FéPprint |

Lib Group: |LIBRARY -

Current Financial year 2010

Year Total Actual Committed »
Budget

| 2010 $150,000.00 | $66,687.90 $9,927.15

3. Highlight the Year you wish to check commitments against

4. From the menu, select Options > Check Commitments — the Check Commitments table will

display:
Check Committments
Total Committments for 2010 $340.00 Lib Group:  LIBRARY
Calculated Committments far 2010 ¢ $340.00
Listed below are accounts from the selected year with committment totals from the accounts and the
calculated committed amounts from the order financials.
Accounts Total Committrment Calculated Committment -~
for 2010 for Account for Account
BOOE. $63.64 $63.64
MOM BOQE, $0.00 $0.00
10010 $0.00 $0.00
10020 $0.00 $0.00
10030 $0.00 $0.00
10040 $0.00 $0.00
10050 $0.00 $0.00
10210 $0.00 $0.00
10220 $45.45 $45.46
10230 $0.00 $0.00
18010 $0.00 $0.00
18020 $30.30 $30.30
18050 $200.00 $200.00
18080 $0.00 $0.00
18100 $0.00 $0.00
SPH $0.00 $0.00
-
|AII committed totals match agree with the Financial tranasctions total. Exit

5. The result of the check, will display at the bottom of the table — if the Total Commitment

amount for the year matches the Calculated Commitment amount (which is derived from
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the Order Financial Transactions) the following message will display: All committed totals

match agree with the Financial transactions total.

6. If the totals agree, click on the Exit button

7. If the Check Commitments process is complete and the committed totals DO NOT Match,
these can be checked (and altered within the table)

8. If required the Update Budget button (which will become active) can be used to update the

Budget with the updated commitments

9. Once completed, click on the Exit button

Task 3: Add New Accounts if Required

e If required, new Accounts can be added to the Fund Accounts and GL Codes table for use in

the new Budget — see: Accounts for more information

Fund Accounts and GL Codes - STAFF at Chelsea Library

ok

Main  Application  Funds

F1 Hew | F2 Insert F3 Save | F4Delete

F5 Ouery| F6 Print |

Lib Group: |L|BRJ'-\R‘I'

]

Account Type Description Stop on GL GL GL GL ad
Mo 1,.E, % owver Code Code Code Code
AL Budget 1 2 3 4
BOOK E :Book material 10 {ADM
NON BOOK E :iMon Book material 10 (ADM
10010 E :Adult Fiction 10 ({CHS BV BBK
10020 E i Adult Non Fiction 10 (CHS BV BEK
10030 E Picture Story Book: 10 CHS BvW BBK
10040 E Junior Fiction 10 CHS BY BBK
10050 E Music Cassette 10 CHS BY BMU
10210 E Music CD 10 iCHS BvW BMU
10220 E iJunior Cassette 10 iCHS BV BMU
10230 E iJunior Music CD 10 iCHS BV BMU
=+ 10240 E DVD 10 iCHS BvW EMU
18010 E :Compwuter Equipme; 10 (CHS CE CCE
18020 E :Compwuter Equipmei 10 (CHS CE CCE —
< b
TLIA
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Task 4: Create and Transfer the New Budget

e If no new Accounts are required and you are using the same Accounts as last year then
proceed with Schedule A: Same Accounts as last Year

e If new Accounts have been created or if an Account that was used last year is not to be used
next year then proceed with Schedule B: Different Accounts to Last Year

WARNING: Have you set up the new Financial Year? A Financial Year is required for each new
Budget. See Financial Years for further information

Schedule A: Same Accounts as Last Year

1. Inthe Budget Totals screen,

2. Click the F3 EQY button — the Account Group Budget Creation & Maint screen will display:

Account Group Budget Creation & Maint. - STAFF at Chelsea Library E]
Main  Application  Funds  Options
F2 Percent F3 Save F4 Delete F5 Query | Fé Print FT Transfr
Total Budget for 2011: $66,687.90 Lib Group: LIBRARY
Code Account Budget | Previous Previous Previous | Percent | Previous -
Group far 2011 E¢dget Budget Actual | of Actual| Commitments
Bar

ADM Adrniniztration 0.oo; 2010 F.R00.00 n.oo AR 0.0
BOOK Book material 2ma 5.000.00 0.00 28, 0.00
WOM BOOF, Mon Book material 2ma 250000 0.o0 oA, 0.00
CHS Chelzea Branch BOE25.37:  2010: 127.50000¢ BOE2537: 1000% 9.024.68
B Book Yate 5712785:  2000¢ 99000008 &712755¢ 1000% 9.024.68
BEK Books 571275857 2010¢ 95.00000% &712755 1000% 9,024.68
10010 Adult Fiction 2010F  50,000.00¢ 4589300 oA, B.027.27
10020 Adult Mon Fiction 2010:  15,000.00 0.o0 M2, 0.00
10030 Picture Stom Book 2ma £.000.00 0.o0 [RR 000
10040 Junior Fiction 20007 25,000.00¢ 11.234.55 M2, 299741
BMU husic 0ooi  z0o 4.,000.00 0.00 28, 0.00
10080 tusgic Cassette 200 500.00 0.00 22, 0.00
10210 tuzic CO 2ma 1.500.00 0.o0 [RR 0.0 v

3. The values from the Previous year’s Budget and Actual amounts will be shown — by default

the Budget for YYYY column will automatically be populated with the Previous Actual
amount

4. You may now proceed to adjust/assign Account values in the Budget for YYYY column as
required (it is possible to assign no Budget and leave the value at 0)

5. If you have created a GST Account, be sure to Calculate it as 10% of the total budget

HINT: It may be easiest to enter Budget Amounts starting at the bottom of the table entering the
specific amounts for each Account Group. As the amount is entered it is tallied up through the levels
to the Total at the top. Specific Accounts do not need to have an amount.

Creating Budget Amounts Based on Amounts from the Previous Year
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It is possible to use the values from the Previous year’s Budget and Actual amounts to create the

figures in the new Budget:
1. From the menu, select Options > Percent > Percent of Budget (Percent of Actual can also be
selected)
2. This menu option will now be ticked
3. Select an Account row to be adjusted

4. Click the F2 Percent button — the Modify prompt will display:

F2 Percent F3 Save Fd Delete F5 Query | Fé Print FT Transfr
Total Budget for 2011: $66,687.90 Lib Group: LIBRARY
Code Aocount Budget Previous  Previous Previous | Percent | Previous -
Group far 2011 Budget | Budget Actual | of Budget Caommitments
Year

ADM Adrinishation | Modify .00 ooni o 00 0.00
BOOK, Biook materi .00 0.00 0.00
MOM BOOK MomBook mf | €€ | < | > | >> | .00 0.00 0.00
CHS Chelzea Branc 00: 6062537 9024 68

Apply To
B Boaok Wate o0: 5712755 9,024 68
Flease tpe the percentage to apply q0o4 6a

BEBK. Books
10010 :

to the selected row, then press OK. ; 5712755

10020 ' Adult Mew Percentage 110 000 0.00
10030 Ficture . 0.00 0.00
10040 Juricr |—| o0 11,234.55 2,997.41

Ok Cancel : -
EMU Music ‘ [.00 0.00 0.00
10050 Music £L.00 000 0.00
10210 Music : ———0.00 0.00 0non v

5. Enter the New Percentage amount — for example: 110 (this will work out to be 10% more

than the Previous Budget amount)

10010 Adult Fiction ©2010¢ B0000.00F 45,893.00% \ 27 |

6. Click the OK button — the Budget for YYYY column will be updated with an amount = %110 of
the Previous Budget amount

ool o : T EE.000.00. . |

7. Use the < and > arrow keys to move up and down the list so as to adjust other lines
8. When completed click the Cancel button to close the Modify pop-up

9. Click the F3 Save button when the Budget is complete
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Please Note: You may save an in-preparation Budget at any time by clicking the F3 Save button, after
which it can then be closed. The Budget will not be visible in the Budget Totals screen but can be re-
opened at any time by once again clicking on the F1 Create button, selecting the Budget Year and
clicking the OK button.

Account Group Budget Creation & Maint. - STAFF at Chelsea Library E]
Main  Application  Funds  Options

F2 Percent F3 Save Fd Delete F5 Query J Fé Print FT Transfr

Total Budget for 2011: $116,260.35 Lib Group: LIBRARY
Code Account Budget | Previous Previous Previous | Percent | Previous -
Group far 2011 E¢dget Budget Actual | of Budget Commitments |
Bal

ADM Adrriniztration 000 2010 7.500.00 0.00 0.0% 0.00
BOOK Book material 2ma 5.000.00 0.00 2B, 0.00
NOM BOOK, Mon Book material 2ma 2,500,00 0.00 M2, 0.00
CHS Chelsea Branch 110,187.82] 20104 12 0.00f 6062537 BB4% 9.024.68
BY Book Yate 106,700.00f 2010F 9900000 &712755i 107.8% 9,024.68
BEK Books 104500.00f 20107 95000000 57,12755; 1100% 9,024,658
10010 Adult Fiction 55,00000; 20M10; 50,00000; 45893.00f 1100% 8.,027.27
10020 Adult Mon Fiction 16,50000; 2010: 15,00000 0.00; 1100% 0.00
10030 Picture Story Book §500.00; 200 5,000.00 0.00; 1100% 0.00
10040 Junior Fiction 27500007 20010; 25000007 1123455 1100% 299741
BMU M uzic 220000 2010 4,000,00 000;  55.0% 0.00
10050 Mugic Caszette 550.00; 200 500,00 0.00; 1100% 0.00

10210 Mugic CD 1,650.00f 200 1.500.00 000; 110.0% 0.00 »

hum |

Transfer Budget to the Live System

Please Note: This should only be done at the point at which you this budget to take over from the
previous Budget.

1. Inthe Account Group Budget Creation & Maint screen, click the F7 Transfr button — the End

of Year prompt will display with the following message:
Transfer all the budget details and the commitments for YYYY to YYYY and update the
current financial year to YYYY. Are you sure?

End of Year A

\_:.t/ Transfer all of the budget details and the commitments For 2010 ko 2011 and update the current financial year to 2011, Are you sure ?
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2. Click the Yes button — a prompt with the following message will display: The budget details
and the commitments for XXXX have been transferred successfully to YYYY.
The financial year parameter is now set to 2011.

-,

End of Year

jr) The budget details and the commitments For 2010 have been transferred successhully ko 2011,

The financial vear parameter is now set to 2011,

3. Click the OK button —the Budget has now been transferred and the Current Financial Year

will have changed to that of the new Budget

4. Log out of the Financial module using Ctrl-L and then log back in before any Orders are
created

Schedule B: Different Accounts to Last Year

1. Onthe Budget Totals screen, ensure the correct Lib Group: is selected in the drop-down box
— for example: LIBRARY

e See: Appendix A: Setting Up Finances by Library Group for more information on Library
Group set-up

Budget Totals - STAFF at Chelsea Library [Z]
Main  Application  Funds  Options

Fi Create| F2Modify] F3EOY | FaDelete| | F50uery| F6 Print |

Lib Group: |L|BRARY j

Current Financial year 2010

Year Total Actual Committed |
Budget

©o2010 1 $150,000.00 $66.687.90 ¢ $9,927.15

| M

2. Click the F1 Create button — the Budget Totals - Create prompt will display with the
following message: A budget for YYYY does not exist. Do you want to create it?
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Budget Totals - Create

v ?r/ & budget for 2011 does not exist, Do you wank ko create it?

3. Click the Yes button — the Select Accounts screen will display:

Select Accounts

Flease zelect the accounts that you want to include in the 2011 budget, then
press OFK.

Account Description

o010

Music Cassette

Junior Cagsette

Ok | Cancel

4. Select the Account(s) to be entered into the new budget

HINT: Highlight Accounts by clicking with the mouse. To highlight a range, click the first Account and
find the last Account in the range and hold down the Shift key and click with the mouse. To highlight
certain Accounts, hold down the Ctrl key and click with the mouse.

5. Click the OK button when complete — if there are Accounts with commitments NOT being

transferred, a prompt with the following message will display:
There are accounts with commitments in the current year that are not being transferred to

the new year. Continue?

Budget Totals - Transfer

] There are accounts with commitrments in the current year
*-'r/t that are not being transferred to the nev year, Continue 7

6. If the Yes button is clicked — the Account Group Budget Creation & Maint screen will display

(Accounts appear in green):
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Account Group Budget Creation & Maint. - STAFF at Chelsea Library  (Live DB v5.2) [Z]
Main  Application Funds  Options
F2 Percent F31 Save F4 Delete F5 Guery F6 Print | FT Transfr |
Total Budget for 2011: 66687.9 Lib Group: LIBRARY
Code Aocount Budget Previous  Previous Previous | Percent | Previous |
Group for 2011 B¢dget Budget Actual | of Actual | Commitments
‘ear

EOOk. Biook, material 2010 5.000.00 0.00 M A8, 0.0a
MOM BOOK, Mon Book material 2010 2.500.00 0.00 M A2, 0.00
CHS Chelzea Branch BOE25.37:  2010: 127 50000¢ BOEZ5.37: 100.0% 9.024.68
B Baoak Wate BFA27EE: 2010: 9900000 57127558 1000% 9.024.68
EBE. Books B7A27E5; 2010% 95000003 B712755: 1000% 9.024.68
100a Adult Fiction 2010% 50,000.00¢ 4583300 M A8, B.027.27
10020 Adult Won Fiction 20108 15,000.00 0.00 A8, 0.00
10030 Picture Story Book, 2010 5.000.00 0.00 M A2, 0.00
10040 Juriar Fiction 2010: 25,000.00; 1123455 AR 299741
BrL b uisic 0ao: 2010 4.000.00 0.00 AR 000
10210 Music CO 2010 1.500.00 0.00 M A8, 0.0a
10230 Jupior Music CD 2010 1.500.00 0.00 M A8, 0.0a
10240 WD & BD T A T A, 000

7. The values from the Previous year’s Budget and Actual amounts will be shown — by default
the Budget for YYYY column will automatically be populated with the Previous Actual
amount

8. You may now proceed to adjust/assign Account values in the Budget for YYYY column as
required (it is possible to assign no Budget and leave the value at 0)

9. |If you have created a GST Account, be sure to Calculate it as 10% of the total budget
HINT: It may be easiest to enter Budget Amounts starting at the bottom of the table entering the
specific amounts for each Account Group. As the amount is entered it is tallied up through the levels
to the Total at the top. Specific Accounts do not need to have an amount.

Creating Budget Amounts Based on Amounts from the Previous Year

It is possible to use the values from the Previous year’s Budget and Actual amounts to create the

figures in the new Budget:
1. From the menu, select Options > Percent > Percent of Budget (Percent of Actual can also be
selected)
2. This menu option will now be ticked

3. Select an Account row to be adjusted
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4. Click the F2 Percent button — the Modify pop-up will display:

F2 Percent F3 Save Fd Delete F5 Query | Fé Print FT Transfr
Total Budget for 2011: $66,687.90 Lib Group: LIBRARY
Code Accaunt Budget | Previouz  Previous Previouz | Percent | Previous ~
Group for 2011 Budget | Budget Actual | of Budget Commitments
‘Year
ADM Adninishation | Modify n.00 THI 0.00
EOOK Biook materi quli| 0.00 0.00
NON BOOE, MonBookm| | €< | < | > | >> | 0.0 0.on 0.00
CHS Chelsea Branc L00¢ EB0.625.37 9,024 68
Lpply To
B Book Yote oo 5712755 9024 B8
BEE Bolea Flease type the percentage to apply bron 9,004 68

to the zelected row, then prezs 0K,

10010
10020 Adult Mew Percentage [110
10030 Ficture 0.00
10040 Juriorn | ‘ noo: 1123455 2499741
Ok Cancel : !
Erdl uszic .00 0.00 0.00
10050 uzic .00 n.on 0.00
10210 uszic : - - —==10.00 0.o0 0.0a b

5. Enter the New Percentage amount — for example: 110 (this will work out to be 10% more
than the Previous Budget amount)

100110 : i 2oma; 5, . : . |

6. Click the OK button —the Budget for YYYY column will be updated with an amount = %110 of
the Previous Budget amount

7. Use the < and > arrow keys to move up and down the list so as to adjust other lines

8. When completed click the Cancel button to close the Modify pop-up

9. Click the F3 Save button when the Budget is complete

=] Account Group Budget Creation & Maint. - STAFF at Chelsea Library E]
Main  Application  Funds  Options

F2 Percent F31 Save Fd Delete F5 Query | Fé Print FT Transfr

Total Budget for 2011: $120,060.35 Lib Group: LIBRARY
Code | Account | Budget |Previous Previous | Previous | Percent  Previous Iy
Group for 2011 B¢dget Budget Actual | of Budget Commitments
ear

A0M Adrninistration 0.00; 2010 7.,500.00 0.00 0.0% 0.00
BOOK Book material 200 5,000.00 0.00 WA, 0.00
NOW BOOE, Maon Book material 20 2.,500.00 0.00 WA, 0.00
CHS Chelsaa Branch 113,997 82 A 5.3 89.4% 918232
B Book Yaote 110800.00f 2010f 99000000 5702755 111.6% 918232
BEK Books 104500.00] 2010f 9500000 57127585 110.0% 3,024.68
10010 Adult Fiction 102372001 2010f 50,000007 45839300 204.7% B.027.27

Transfer Budget to the Live System
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Once a Budget is complete, it can be transferred to the Live system (and used for Orders/Invoices):

Please Note: This should only be done at the point at which you this budget to take over from the

previous Budget.

1. Onthe Account Group Budget Creation & Maint screen, click the F7 Transfer button —a

prompt with the following message will display:
Transfer all of the budget details for YYYY to the live system. Are you sure?

-

Transfer

‘-\.‘_.

":‘/ Transfer all of the budget details for 2011 ko the live system, #re you sure?

2. Click the Yes button — if there were Accounts with commitments NOT being transferred from
the previous Budget, a prompt with the following message will display:
There are accounts with commitments in the current year that are not being transferred to

the new year. Continue?

-~

Transfer

9 There are accounts with commitments in the current vear
H._"/ khat are nak being transferred to the new year, Conkinue 7

3. If the Yes button is clicked, a prompt with the following message will display:
The budget details for YYYY have been transferred successfully.

-

Transfer

L3
\!:) The budget details For 2011 have been transferred successhully,

4, Click the OK button — the Account Group Budget Creation & Maint screen will close
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5. The new Budget will now display in the Budget Totals screen:

Budget Totals - STAFF at Chelsea Library E]
Main  Application Funds  Options

F1 Crea‘le| F2 Modify] F3EOY | Fapelete| | F5 Quer_v| F6 Print |

Lib Group: |L|BRAR‘|’ j

Current Financial year 2010

Year Total Actual Committed |
Buiget

2011 | $120,060.35

$0 l $0.00
2010 | $150,000.00  $66,687.90.  $10,100.55

6. Click the F3 EOY button — if there were Accounts with commitments NOT being transferred
from the previous Budget, the End of Year Rollover screen will display:

2] End of Year Rollover - STAFF at Chelsea Library E]
Main  Application  Funds
F5 Query FT Transfr
Total Commitments for 2010: Lib Group: LIBRARY
Listed below are accounts from the current year that do not exist in the new year,
Select an account for the commitrnent ie-bestsamefomestasets %
Accounts Cormmitrne it Accounts ~
far 2010 | for2010 far 2011 Bl
10050 1Ua‘u.]'2'l 10210
10220 53.42110230 [=]

7. The Accounts with commitments NOT being carried over from the previous year will need to
be mapped to another account for the new budget — this can be done by selecting an
Account code from the drop-down field in the right-hand Accounts for column

8. When complete click the F7 Transfr button — the End of Year prompt will display with the
following message: Transfer the commitments from the Accounts in YYYY to the accounts
in YYYY. Are you sure?

End of Year o

:{) Transfer the commitments from the Accounts in 2010 ko the accounts in 2011, Are yaou sure?
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9. Click the Yes button — a prompt with the following message will display:
The commitments for XXXX have been transferred successfully to the new year YYYY.
Log off and on all instances of Finance module to pick up the new financial year
parameter.

m

End of Year

i The commitments for 2010 have been transferred successfully to the new yvear 2011,
Log off and on all instances of Finance module ko pick up the new financial year parameter,

10. Click the OK button —the Budget has now been transferred and the Current Financial Year
will have changed to that of the new Budget.

11. Log out of the Financial module using Ctrl-L and then log back in before any Orders are
created

Last Updated: 21 August 2013
Page 42



Finance and Orders Manual

OPTION 3: SUBSEQUENT BUDGETS (NO COMMITTALS ROLLING OVER)

This option is used for creating any subsequent Budgets where NO Committals* will be rolling over to
the next Budget (Traditional method).

Notes: A Budget has previously been set up and used to create Orders and invoices. The Budget has
been configured to leave outstanding Committals* associated with their separate Budget Years.

Task 1: Create the New Budget

WARNING: Have you set up the new Financial Year? A Financial Year is required for each new
Budget. See Financial Years for further information

1. Launch the Amlib client

2. Go to Main > Finance > Budgets — the Budget Totals screen will display:

Budget Totals - STAFF at Chelsea Library E]

Main  Application  Funds  Options

Fi Create| F2 Modify! FaDelete| | F5Query| F6 Pprint |

Lib Group: |L|BRARY j
Year Total Actual Committed L)
Buidget

Eo2010 ¢ $150,000.00 $66,687.90 ! $9,927.15

Please Note: The screen will display a list of all completed Budgets (Budget s that have transferred to
the system ready for use). Any Budget still in the preparation stage can be seen in the Budget pop-up
by clicking the F1 Create button.

3. Ensure the correct Lib Group: is selected in the drop-down box — for example: LIBRARY

e See: Appendix A: Setting Up Finances by Library Group for more information on Library
Group set-up
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4. Click the F1 Create button — the Budget prompt will display:

Budget

The following hudgets are
currently in development:

Year ~

Budget Year | 2011

5. Enter the new Budget Year — for example: 2011

6. Click the OK button —a prompt with the following message will display:
A budget for YYYY does not exist. Do you want to create it?

Budget Totals - Create

_ ?f/ & budget For 2011 does not exist. Do wou wank to create it?

7. Click the Yes button - the Select Accounts screen will display:

Select Accounts

Flease zelect the accounts that pou want to include in the 2017 budget, then
press OK.

Account Description

Cornputer Equiprient & Maintenanc
18020 Computer Equipment Depreciation

Ok | Cancel ‘

8. Select the Account(s) to be entered into the new budget
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HINT: Highlight Accounts by clicking with the mouse. To highlight a range, click the first Account and
find the last Account in the range and hold down the Shift key and click with the mouse. To highlight
certain Accounts, hold down the Ctrl key and click with the mouse.

9. Click the OK button when complete — the Account Group Budget Creation & Maint screen

will display (Accounts appear in green):

Account Group Budget Creation & Maint. - STAFF at Chelsea Library E]
Main  Application  Funds  Options

F2 Percent F3 Save Fi Delete F5 Query | F& Print FT Transfr

Total Budget for 2011: $66,687.90 Lib Group: LIBRARY
Code Account Budget | Previous Previous Previous | Percent | Previous had
Group far 2011 E¢dget Budget Actual | of Actual| Commitments
ear
A0 Adrniniztration 0ao: 200 7.500.00 0.00 R A8, 0.00
BOOK Book material 2ma 5.000.00 0.00 oA, 0.00
WOM BOOF, Mon Book material 2ma 2.500.00 n.on M2, 0.00
CHS Chelzea Branch BOE25.37:  20010¢ 127500008 BOEZ5.37% 100.0% 9.024.68
B Book Yote 5712785 2000¢ 99,00000% &712755) 1000% 902468
BB Books 7127558 2000¢ 95,00000¢ 57127551 1000% 3.024.68
10010 Adulk Fiction 2010:  B0,000.00¢ 45239300 h A, B.027.27
10020 Adult Man Fiction 2010 15,000.00 0.00 AR 0.0
10030 Picture Story Book, 2ma 5.000.00 0.00 oA, 0.00
10040 Junior Fiction 20008 Z5,000.00¢0 11.234.558 A8, 2937 41
BrdLl bl Lizic 0oo: 2010 4.000.00 0.00 h A, 0.o0
10080 tuzic Caszette 2ma 500.00 n.oo AR 0.0
10210 Muszic CO 2ma 1.500.00 0.00 h A8, 0.00 v

| MM

10. The values from the Previous year’s Budget and Actual amounts will be shown — by default

the Budget for YYYY column will automatically be populated with the Previous Actual
amount

11. You may now proceed to adjust/assign Account values in the Budget for YYYY column as
required (it is possible to assign no Budget and leave the value at 0)

12. If you have created a GST Account, be sure to Calculate it as 10% of the total budget
HINT: It may be easiest to enter Budget Amounts starting at the bottom of the table entering the

specific amounts for each Account Group. As the amount is entered it is tallied up through the levels
to the Total at the top. Specific Accounts do not need to have an amount.
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Creating Budget Amounts Based on Amounts from the Previous Year

It is possible to use the values from the Previous year’s Budget and Actual amounts to create the

figures in the new Budget:

1. From the menu, select Options > Percent > Percent of Budget (Percent of Actual can also be
selected)

2. This menu option will now be ticked
3. Select an Account row to be adjusted

4. Click the F2 Percent button — the Modify prompt will display:

F2 Percent F3 Save Fd Delete F5 Query | F6 Print FT Transfr
Total Budget for 2011: $66,687.90 Lib Group: LIBRARY
Code Accaunt Budget | Previouz  Previous Previouz | Percent | Previous ~
Group for 2011 Budget | Budget Actual | of Budget Commitments
Year

ADM Administration | Modify .00 nooi 0oz 0.00
EOOk Blook materi quli| 0.00 M2 0.00
NON BOOE, MonBookm| | €< | < | > | >> | 0.0 0.on [ 0.00
CHS Chelzea Branc P pooi BOE25.37! 475% 9,024 68
BY Book Yote PR e D00} 57127.56! G77% 902488

Flease type the percentage to apply

BEE. Books
10010 :

57,127.55 9,024.68

to the zelected row, then prezs 0K,

10020 Adult Mew Percentage |110 0.00 [ 0.00
10030 Picture . oo M 0.00
10040 Juricr ITl Cancal ‘ 0O0f 1123455 M/a  2,997.41
BMU Music £.00 0ooi 0ok 0.00
10050 Music [.00 0oo; N 0.00
10210 bMusic 5 : ——nan 0008 M 0o |w

5. Enter the New Percentage amount — for example: 110 (this will work out to be 10% more

than the Previous Budget amount)

6. Click the OK button —the Budget for YYYY column will be updated with an amount = %110 of
the Previous Budget amount

7. Use the < and > arrow keys to move up and down the list so as to adjust other lines
8. When completed click the Cancel button to close the Modify pop-up

9. Click the F3 Save button when the Budget is complete
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Please Note: You may save an in-preparation Budget at any time by clicking the F3 Save button, after
which it can then be closed. The Budget will not be visible in the Budget Totals screen but can be re-
opened at any time by once again clicking on the F1 Create button, selecting the Budget Year and
clicking the OK button.

Account Group Budget Creation & Maint. - STAFF at Chelsea Library E]
Main  Application  Funds  Options

F2 Percent F3 Save F4 Delete F5 Query | Fé& Print FT Transfr

Total Budget for 2011: $116,260.35 Lib Group: LIBRARY
Code Account Budget | Previous Previous Previous | Percent | Previous ||
Group far 2011 E¢dget Budget Actual | of Budget Commitments
Bar
ADM Adrniniztration 0.00¢ 2010 7.R00.00 0.00 0.0% 0.00
BOOK Book material 2ma 5.000.00 0.00 h 28, 0.00
KOM BOOF, Mon Book material 2ma 2,500.00 0.00 h 28, 0.00
CHS Chelzea Branch 110.1587.827 20107 127.50000; BOEZR37] 864X 9.024.68
B Book Yaote 106,700,007 2010% 99,000.00% 5712785% 107.8% 9,024 B3
BEK Boaks 1045800000 2010% 95000000 &712785: 1100% 9.024.68
10010 Adult Fiction 55,000.00: 2010: 50,000.00; 45833.00; 1100% 6.027.27
10020 Adult Mon Fiction 16,50000: 2010: 1500000 000 1100 0.00
10030 Picture Story Book RAOO.OO: 200 5.000.00 nooi 1100 0.00
10040 Juniar Fiction 27500008 2000: 25,00000% 1123455 1100% 299741
B b Lizic 2200008 2010 4.000.00 nooi A& 0.0
10050 Mugic Caszette 550.00: 2010 500.00 0.o0: 1100 0.00
10210 tuszic CD 1.680.00; 2010 1.500.00 noo; 1100 000 v

THLInA

Task 2: Transfer Budget to the Live System
Once a Budget is complete, it can be transferred to the Live system (and used for Orders/Invoices):

13. On the Account Group Budget Creation & Maint screen, click the F7 Transfer button —a

prompt with the following message will display:
Transfer all of the budget details for YYYY to the live system. Are you sure?

. o

Transfer

9

H_../ Transfer all of the budget details for 2011 ko the live system, &re yvou sure?

14. Click the Yes button — a prompt with the following message will display:
The budget details for YYYY have been transferred successfully.
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15. Click the OK button — the Account Group Budget Creation & Maint screen will close

-

Transfer

=,

L.}
\lj) The budget details For 2011 have been transferred successhully,

Budget Totals - STAFF at Chelsea Library

O

Main

Application  Funds

Options

F1 Create| F2 Modify

Fabelete| | F5ouery| F6print |
Lib Group: |LIBRARY -
Year Total Actual Committed
Budget

2011
2010

$154.562.35
$150,000.00

$9,927.15

$66,687.90

16. The new Budget will now display in the Budget Totals screen

17. Log out of the Financial module using Ctrl-L and then log back in before any Orders are

created
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MODIFY/VIEW AN EXISTING BUDGET

View an Existing Budget

It is possible to view/review an existing Budget within the Finance module.

1. Launch the Amlib client

2. Go to Main > Finance > Budgets — the Budget Totals screen will display:

ElBudget Totals - STAFF at Chelsea Library E] O
Main  Application  Funds

Qptions

Fi Create| F2Modify| F3EOY | F4Delete| | F5ouery| Fé Print |

Lib Group: ILlBRARY j

2009

Current Financial year

Actual

Total
Budget

$244,000.00

Year Committed ||

2009 $190.85 $388.62

3. Select the Budget from those displayed in the table and click the F2 Modify button — the
selected Budget will display in the Account Group Budgets screen:

=] Account Group Budgets - STAFF at Chelsea Library E]
Main  Application  Funds
F2 Mudif_y'l F3 Save F5 Query | F6 Print
Total Budget for 2009: $244.,000.00 Lib Group: LIBRARY
Code Accounts New Current Current Current ad
Budget Budget Actual Carmmitted
a0M Adrninistration 50,000.00; 50,000.00 0.00 0.00
BOOK Book material 20,000.00; 20,000,000 0.00 0.00
MNOM BOOK, Mon Book material 30,000.00; 30,000.00 0.00 0.00
A5H Chelsea Branch 75.,000.00; 75,000.00 169.50 357.32
ASH Chelsea Branch 110,000.00¢ 110,000.00 0.00 0.00
BY Book Yote 59,000.00; 59,000.00 169,50 357,32
BBK Books 55,000.00; 55,000.00 160.41 3364
10010 Adult Fiction 45,000.00 45,000.00 a.41 201.62
10020 Adult Man Fiction 10.000.00] 10,000.00 0.00 0.00
10030 Ficture Stary Boak, 0.00 0.00 0.00 0.00
10040 Junior Fiction 0.00 0.00 152,00 134,79

Please Note: Account Code levels on this window are shown in green. Other levels are shown as
indented text.
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Modify the Values of an Existing Budget
It is possible to adjust the budgeted amount assigned to an Account within a Budget.

1. Launch the Amlib client
2. Go to Main > Finance > Budgets — the Budget Totals screen will display

3. Select the Budget from those displayed in the table and click the F2 Modify button — the
selected Budget will display in the Account Group Budgets screen:

Account Group Budgets - STAFF at Chelsea Library E]
Main  Application  Funds
F2 Modify| F3 Save F5 Query | Fé Print
Total Budget for 2009: $244,000.00 Lib Group: LIBRARY
Code Accounts Mew Current Current Current fad
Budget Budget Actual Committed
A0 Adminiztration 50.000.00; 50,000.00 0.00 0.00
BOOK Baok material 20,000.00; 20,000.00 0.00 0.00
MNOM BOOF, Maon Book materisl 30,000.00; 30,000,000 0.00 0.00
a5H Chelzea Branch 75.000.00; 75,000.00 169.50 35732
A5H Chelsea Branch 110,000.00¢ 110,000.00 0.00 0.00
BY Book Yote 59,000.00; 59,000.00 169.50 367.32
BBK. Books 55,000.00] 55,000.00 160.41 336.41
1000 Adult Fiction 45,000,007  45,000.00 8.41 201.62
10020 Adult Mo Fiction 10.000.00] 10,000.00 0.00 0.00
10030 Ficture Story Book 0.00 0.00 0.00 0.00
10040 Junior Fiction 0.00 0.00 152.00 134,79

Please Note: Account Code levels on this window are shown in green. Other levels are shown as
indented text.

4. The current budgeted amount for each Account appears in the Current Budget column —
type the new value into the corresponding field of the New Budget column

Jokd

Account Group Budgets - STAFF at Chelsea Library

Main  Application  Funds
F2 Modify| F3 Save F5 Guery | Fé Print

Total Budget for 2009: $249,000.00 Lib Group: LIBRARY
Code Accounts Mew Current Current Current ~
Budget Budget Actual Committed

A5H Chelsea Branch 115,000.00¢ 110,000.00 0.00 0.00
B Baock Yate 6400000 59,000.00 16950 35732
BEK Books E0,000.00¢ 55,000.00 160.41 336.41
10010 Adult Fiction 45,000.00; 45,000.00 841 201.62
10020 i Adult Mon Fiction i 10.000.00:% 0.00i 0.00
10030 Ficture Stary Book 0.004 0.00; 0.00

In the example above, the Current Budget amount for 10020 — Adult Non Fiction = 10,000.00, whilst
the New Budget amount has been changed to be 15,000.00.

5. The Budget amounts in the associated Account Groups will be automatically recalculated

6. Click the F3 Save button to save the changes to the database

The Budget modification is now complete.
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You may return to this window at any time and modify the Budget values or alternatively a Budget
adjustment transaction may be made using the Financial Transaction screen.

Add a New Account to an Existing Budget

Please Note: New Accounts must first be defined in the Accounts table (see: Finance Accounts for
more information)

1. Launch the Amlib client
2. Go to Main > Finance > Budgets — the Budget Totals screen will display

3. Select the Budget from those displayed in the list and click the F2 Modify button — the
Budget will display in the Account Group Budgets screen

4. Click the F2 Modify button —a prompt with the following message will display:
Add Accounts to the current budget?

Modify Budget

Add Accounts bo the current budget?

5. Click the Yes button —the Select Accounts screen will display — with a list of Accounts not
currently in use in the selected Budget:

Select Accounts
Flease zelect the accounts that pou want to include in the 2003 budget, then
press OK.
Aocount Dezcription -
10151 LAt

iMaths

Ok ‘ Cancel ‘

6. Highlight the Account(s) to be added and click the OK button — a propt with the following
message will display:
The selected Account(s) will be added to the existing budget. Continue?
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-~

Account Group Budgets - Modify

9P

1..(/ The selected Account(s) will be added to the exisking budget, Continue 7

7. Click the Yes button — the Account will be added to the selected Budget:

Account Group Budgets - STAFF at Chelsea Library

B

Main  Application  Funds

F2 Modify| F3 Save F5 Query| F& Print

Total Budget for 2009: $244,000.00 Lib Group: LIBRARY
Code Accounts N Current Current Current

Budget Budget Actual Carnmitted

Dy Wages & Salanes .00 .00 .00 .00
13400 “Wages & Salanes 0.oo 0.oo 0.oo 0.oo
19410 Superannuation 000 000 000 000
19420 Workcover 0.00 0.00 0.00 0.00
b aths 0.00: .00 .00

HaL Hastings Branch 9,000.00 9,000.00 615 2071
B Book Yote 4,000.00 4.,000.00 0.00 0.00

8. Assign a budget amount to the New Budget field of the new Account

9. Click the F3 Save button when complete — the following prompt will display: The budget

details for 2009 have been updated successfully.

-,

rI_I|:|||1e||te

L
\lr) The budget details For 2009 have been updated successFully.

10. Click the OK button

The new Account has now been successfully added.
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PARAMETERS: ORDERS & SUPPLIERS

Order

AccessionNo Setup (Optional)

Accession numbers can be attached to individual Order Lines. They are purely an indication of
running totals of Orders, dependent on the Format used in the Setup.

The Accession Number can consist of up to 6 fields which are strung to together. A further field

allows the user to set the next number at any particular time. If not defined then no accession
number is recorded.

Accession Humber Definition

F1 Clear F3 Update ‘ F5 Query

Use this window to set the six parts of the accession number. {max 24 chars ) . If
you use any ofthe 4 character codes listed below then these will be translated.
Any other data will just be concatenated to form the accession numkber.

¥ou may also use this window to reset the rolling number part of the code.

Mote : the maximum size of the accession number is 25 characters. Do not
exceed this when entering the rules.

YYYY - will be replaced with year eg 2001

'NNNN’ - will be replaced with 5 x digit sequential number

'FORM’ - will be replaced with current form code { can be up to 3 chars )
'STAT’ - will be replaced with current stats code { can be up to 6 chars )

Part 1: vy Part 20 | KNP Part 3: |FORM

Part 4: Part &5: Part 6:

Reset Mext Mumber Portion | 14

In the following example, a location code is indicated as a letter code (for example: P which could
indicate the Budget Area of the Primary campus), followed by Year, Form, Stats and running number.

Accession Number Definition

F1 Clear F3 Update ‘ F5 Query

Usge this window to setthe six parts ofthe accession number. (max 25 chars ) . If
you use any of the 4 character codes listed below then these will be translated.
Any ather data will just be concatenated to form the accession number.

You may also use this window to reset the rolling number par of the code.

Mote : the maximum size of the accession number is 25 characters. Da not
exceed this when entering the rules.

YYYY' - will be replaced with year eg 2001

‘NHNN' - will be replaced with 5 x digit sequential number

‘FORM’ - will be replaced with current form code { can be up to 3 chars )
'STAT" - will be replaced with current stats code { can be up to 6 chars )

Part 1: | EAS Pat2: |p Part 30 | vy

Part4:  |FORM Part 5. | 5TaT Part B | KK

Reset Mext Number Partion |1

Permission must be given via Supervisor module to access this window. If used, the accession

number will display in the Order Lines window. Other facilities (for example: search by this number)
will be added later.
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CODE EXPLANATION CII\-,II:I):S EXAMPLE
YYYY Converts to the current year 4 2003
NNNN Converts with a 5 digit sequential number 5 00012
FORM Converts to the Form code of the Order item 3 BK
STATS Converts to the Stats code of the Order item 6 ANFL
TEXT FIELDS Other text entered can be defined as alpha or numeric 4 PRIM

Please Note: When the accession number reaches 99999 it will be reset to 0.

The Accession Reference number displays in the Stockitem Line as the first column on insertion of
the Order Line.

Accession voiced Tempoarary Locn Date Received Firal Motes =
Reference R3] ftem Mo Ordered M tem Mo
200200003BK 2F M CRDEROODT 01 2XB HALLAR (174202002 M
A

Lines

1nser1|

Qeletel

QUEI"Il

COrder Mo | .

2002000048k AF I ORDEROOO101358 HALLAM 171272002 Y]
2002000058 AF i CRDEROODT 01468 HALLAM 21704 202002 M -
» I

Order Condition

The Order Condition describes the condition in which you wish to purchase the order, whether it
may be an urgent order, pre-paid, confirmation only, etc.

1. Launch the Amlib client

2. Go to Main > Orders > OrderHeader — the Order Header screen will display

3. From the menu, select Orders > Order Conditions — the Order Conditions screen will display:

4 Order Conditions - STAFF at Fastville (=)
Main  Application  Orders
F1 Hew F2 Inzert | F3 Update | F4 Delete | F5 Guery
Condition Description il

‘Confirmation Only
NORM Normal

PP Pre-Paid
SUPE Suppress EDI
SUPO Suppress Order
URG Urgent

4. Click the F1 New or F2 Insert button to create a new entry

5. Set the Condition and Description
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6. Click the F3 Save button when complete
Order Type

A category that allows the site to define useful Order Types. The Default Order Type can be entered
into the Order Defaults. The Order Type can be searched or used in Reports.

1. Launch the Amlib client
2. Go to Main > Orders > OrderHeader — the Order Header screen will display

3. From the menu, select Orders > Order Types — the Order Types screen will display:

#° Order Types - STAFF at Chelsea Library E]
Main  Application  Orders
Filew | F2Insert | F3 Update | F4Delete | F5 Query
Type Description ~
'Bulk Order
NORM Normal
STO Standing Order

SUBS Subscription

4. Click F1 New or F2 Insert button to create a new entry

5. Set the Type and Description

6. Click the F3 Save button when complete

OrderGroup (W.A. Public Libraries Only)

The order group was a method by which similar orders or orders out of a particular budget may be
grouped together (not used any more by State Library).

& OrderGroup - STAFF at Chelsea Library {Live DB v5.2) (=)
Main  Application  ©rder

FiClear | F2insert | F3update| Fapetete | F5auery | Fé Table FT << Fg < Fo > Flo> |

Order Group |2945IJ|

Summary |Marsha|l Cavendish

Description Order
S y
Order |Order Attached Order Lines Oty | Oty |~
No Line Ord |Recd |
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Order Forms (W.A. Public Libraries Only)

Use this window to enter Form codes which correspond to Form Descriptions supplied on the AOL
files from SL of WA. For example: SL of WA may use R when exporting Order Marc Records, and you
may want this transposed to the code that Stockitem uses for DVD. This ensure that the Forms will
be converted to the correct Amlib codes rather than becoming the Default code (usually BK).

4 Order Form Conversions - STAFF at Chelsea Library E]
Main  Application  Crders

FiHew | F2Insert | F3 Update | Fd4Delete J F5 Query F& Print

AOL Format Form )

B BK

C AC

R cD

v Vi

FIELD
AOL FORMAT SCOPE
DEFINITION
957a B Book

H Hardback
P Paperback
L Large Print
C Cassette
D DVD
\'} VHS
R CD ROM
S Serial
N Newspaper
M Microfiche
V) Map
F Film
| Infomat
E Music Score
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Order Defaults

1. Launch the Amlib client

2. Go to Main > Orders > OrderHeader — the Order Header screen will display

3. From the menu, select Orders > Order Defaults — the Order Defaults screen will display:

Order Defaults

Order Header

Default Type:

Frocess Code:

Ordered ltem?

Library Group:  |LIBRARY ~| Location; |DEFAULT v

Default Condition: | MORM

Qrder Line - ltem Locations

|5 the Permanent Lacation the same as the Login P r
Location for all newly Crdered ltems? + Yes Mo

Is the Temporary Location the same as the Login ~
Location far all newdy Ordered ltems? * Ves Ma A Process Code can be set here

/ for any newly created orders

CHELSEA
Order Line - ltern Qther /

Which costis used when updating Stockiterns associated with an |

F3 Update | F5 Query

Default Type & Condition can

_— be set here for any newly

/ created orders
MORM

Order Perm Location: CHELSEA

Order Temp Location:

AWAITING PROCESSIM mln Opac: |T

Stockitem cost can be set here
to be Tax Inclusive or Exclusive

@ Taxlnclusive O Tax Exclugive

4. Click the F1 New or F2 Insert button to create a new entry

5. Set the Library Group, Location, Default Type, Default Condition, Iltem Locations and Process

Code and Tax setup

6. Click the F3 Save button when complete

FIELD DESCRIPTION EXAMPLE
Library Group Set the Default Library Group for Orders. This is LIB
automatically selected for the Login Location
Location Order Defaults can be set for a particular Location. DEFAULT

Default parameters are shown initially

Leave the Location as DEFAULT if the parameters are not
to be set for individually by Location. Alternatively select
a Location to which the parameters will apply.
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SECTION FIELD DESCRIPTION/OPTIONS EXAMPLE
Order Default Select the Order Type to be inserted automatically into NORM - Normal
Header | Type each Order Header as they are created
ST — Standing Order
Choose from a drop-down list of Order Types
Default Select the Order Condition to be inserted automatically NORM — Normal
Condition | into each Order Header as they are created
APPRO — On Approval
Choose from a drop-down list of Order Conditions
Order Item Select the Permanent Location to be inserted Use Login Location
Line Locations | automatically into each Ordered Stockitem
Can be set to Login Location. Choose from the drop-
down list of Locations if not using the Login Location
Select the Temporary Location to be inserted Use Login Location
automatically into each Ordered Stockitem
Can be set to Login Location. Choose from the drop-
down list of Locations if not using the Login Location
Item If required to set the Default Process Code for each <Left blank>
Other Ordered Stockitem

ON ORDER
Choose from the drop-down list of Processes. Can be left
Blank if no Process is required for Stockitems created
Show in Opac to be entered into the corresponding Field | Yes

in each Ordered Stockitem

Select either Yes or No from the drop-down list.

Cost to be used when entering the current cost into
Stockitem

Select either to include or exclude Tax using the radio
button — Tax Inclusive or Tax Exclusive

Tax Inclusive
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Order Tax Codes

Defining a Tax Code for Suppliers allows for the option of creating Tax deductible Orders.

" Suppliers - STAFF at Brennan Resource Centre [:| g [

Main  Application  Supplier  XReferences

Supplier Mo | ABBEY External Company NoJABN | Lact STAFF
Company | Abbey's Bookshop Change | 10/08/2009 3:36 PM
Comments

Show Comments in
Crders (M)

Fostal | 131 York Street Strest ;
Address | g e, Zip f Posteada Address ZipJ Posteode
2000
Contact
Feraon | M Matk Dale Tew Gade | YR
Telephohe | 02 5443 5435 Fax Farex Code |AUS
E-rmail | mark.dale@abbeys.com.au Use E-mail &) | vy Claim Delay Code

1. Launch the Amlib client
2. Go to Main > Orders > OrderHeader — the Order Header screen will display

3. From the menu, select Orders > Order TaxCodes — the Tax Codes screen will display:

Tax Codes - STAFF at Chelsea Library [;]
Main  Application  Crders

F1 Hew | F2 Insert | F3 Update | F4Delete F5 Query

Code Description Rate iad

GST Goods & Services Tax

4. Click the F1 New or F2 Insert button to create a new entry

5. Set the Code, Description and Rate

6. Click the F3 Save button when complete

7. Exit and restart the Amlib client for these settings to take effect

FIELD EXPLANATION EXAMPLE
Code Code for Tax description GST
Description Description of the Tax that is able to be Goods and Services Tax
applied

Rate Rate at which the Tax is to applied 10% which would be a rate of 1.10
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Order Tax Accounts

Allows entry of new Tax Account for use with Tax Codes. Able to set up a Budget Tax Account to hold
Tax amounts separately. If no Account is entered here, the Budget amounts for other Accounts will
contain the Tax component. If an Account is entered here, the Budget amounts for other Accounts
will not contain the Tax component. In this example, the Tax Account that is used and linked to the
GST Amount on each item will be the Budget Account of TAX.

If an Account is set up for Tax, the system will keep track of the amount used for Tax over the Budget
year.

1. Launch the Amlib client
2. Go to Main > Orders > OrderHeader — the Order Header screen will display

3. From the menu, select Orders > Order TaxAccounts — the Tax Accounts screen will display:

W Joks

Tax Accounts - STAFF at AmlibMet Library
Main  Application  Qrders

Fitew | F2insert | F3update | FaDelete || F5ouery | F6Print |

Lib Group ||-G j

Code Description Rate Account A

1.1000 TAX

GST  Goods & Services Tax

4. Select the F1 New or F2 Insert button to create a new entry

5. Set the Code, Description, Rate and Account

6. Click the F3 Save button when complete

hold Tax amounts separately. If no
Account is entered here, the Budget
amounts for other Accounts will
contain the Tax component. If an
Account is entered here, the Budget
amounts for other Accounts will not
contain the Tax component

FIELDS EXPLANATION EXAMPLE
Code Code for Tax description GST
Description Description of the Tax that is able to | Goods and Services Tax
be applied
Rate Rate at which the Tax is to applied 10% which would be a rate of 1.10
Account Able to set up a Budget Account to A Budget Category of TAX is created to

hold amounts spent on Tax. The items
posted to the other Budget Accounts
will not contain Tax.

Note: The Tax Code needs to be
entered in the Supplier to enable this to
be created
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Tax Exclusive

It is possible to specify a separate Budget Account for GST Expenditure, which the system can then
use to keep track of the amount used for Tax over the Budget year.

This is done by creating a Budget Account (for example: TAX or GST) and for this Budget Account to
be allocated to a Tax Account in the Tax Accounts table (which in turn is linked to a Tax Code).

If a Tax Account is defined for a Tax Code and this Tax Code is entered in a Supplier record — any
Order that uses this Supplier will have the committals adjusted in two places (this occurs at the point
an Order Line is saved):

e The Tax exclusive amount is saved to the nominated Order Line (Budget) Account (for
example: SF — the Account set up for Senior Fiction items)

e The Tax amount is saved to the specified Tax Account (for example: GST or TAX)
Tax Inclusive
If no Account is associated with the Tax Code, then the total value of an order (including GST) will
posted to the specified Order Line (Budget) Account. Therefore, without a Tax Account all Accounts
for the budget include GST.
If no Tax Code is set in a Supplier the cost at the Order Line window will only show as Tax Inclusive.

Tax and the Order Stockitem

Whether this is set to Tax Exclusive or Tax Inclusive is determined by the Order Defaults screen:

Order Defaults
F3 Update | F5 Query
Likrary Group:  |LIB *| Location: |DEFAULT M
Order Header
Default Type: | MORN|

Default Condition: |APPRO

Order Line - ltern Locations

Is the Permanent Location the same as the Login =
Location for all newly Orderad lterms? * Yes Mo

Order Perm Location: EAS

|5 the Temparary Location the same as the Login = ~
Location for all newly Orderad lterms? * Yes Mo

Crder Temp Location: EAS

Order Line - ltern Other
Frocess Code: M PROCESS Show In Opac: |T

Which costis used when updating Stockiterms associated with gm0
Ordered tem?

" TaxInclusive " TaxExclusive
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Suppliers
Claim Codes
To each Supplier you are able to add a claim code which can be used to follow up orders.

1. Launch the Amlib client
2. Go to Main > Orders > Suppliers — the Suppliers screens will display

3. From the menu, select Supplier > Claim Codes — the Claim Codes screen will display:

Claim Codes - STAFF at Eastville =)

Main  Application

F1 Hew | F2 Insert | F3 Update | F4 Delete F& Query | F6 Print

Code Description Days i‘
ZM Claim after 2 months 60
3m Claim after 3 months 90
D Urgent Claim after 7 days 7
-+/1m Claim after 1 month 30 j
.

4. Click the F1 New or F2 Insert button to create a new entry

5. Set the Code, Description, and Days

6. Click the F3 Save button when complete

Supplier Status Codes

A standard Supplier Status can be applied to a Stock Line within an Order Line. These notes may
assist in identifying what is to happen with an Stock Line item e.g. To be resupplied. A code of up to 3
characters and a Description up to 100 characters can be created as a Status Code in the Supplier
Status Codes table.

1. Launch the Amlib client

2. Go to Main > Orders > Suppliers — the Suppliers screens will display
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3. From the menu, select Supplier > Supplier Status Codes — the Supplier Standard Status table
will display:

Supplier Standard Status - STAFF at Chelsea Library g =
Main  Application

F1 Hew | F2 Insert | F3 Update | F4 Delete F5 Query Fé Print

Code Status [
_‘"7 Credit Note received
u DL3 Delayed 3 Months
DLG Delayed 6 Months
aop CQut of Print
TBR To Be Resupplied

4. Select the F1 New or F2 Insert button to create a new entry

5. Set the Code and Status

6. Click the F3 Save button when complete

The Supplier Statuses can be applied to an individual Stock Line Notes and Supplier Status column in
an Order Line from a dropdown selection:

% Order Line - STAFF at Eastville ™
Main  Apphcation Orders Orderline  xReferences
F1 Clear | | F3update | | FsQuery | FoTable | | Fr<< | Fo< | Fox | F10>
Order No: | 889922 Line No: |4 Lib Group: Forex Code: | AUS
Supplier. | NEW | Oshore Park Newsagency ForexRate: | 1.000
Summany: | Sports resources Forex Date: 01011996
ISBN CatRef. | Farm: | Bk Stats: |JNF
ISSN Pub. No: | Order Gty |1 Recd Gty [0 Inved aty: [0
Description | SP0r stickers TaxCode: [GST  TaxRate [1.1000 F
) Unit Cost (inc Tax): AUS13.00
Discount :
s g | AUS13.00
Total Cost tinc Tax): AUS13.00
Motes: Account: Allocation:
[Pz GE
Supp R”PI Financial Year [2007 Qmir LineProcess:[
Lines - - -
Accession Irvoiced  Location Date Statu Motes and Jtatus A
| Reference (Y Ordered Supplier Status Date
2006002505, JMNF 1] EAS  11/10/2006 | ORDERED -
Delete | ! Credit Note receive
Mo supply 3 morths
Query I SN S S _.{Mo supply & morths
Cut of print e
To be resupplied

Last Updated: 21 August 2013
Page 63



Finance and Orders Manual

Supplier Responses

A standard Supplier Response can be applied to the Notes. These responses may assist in describing
the action of a Supplier — for example: Out of Stock, Credit Note to be sent. A code of up to 3
characters and a Description up to 100 characters can be created as a Status Response Code.

1. Launch the Amlib client

2. Go to Main > Orders > Suppliers — the Suppliers screens will display

3. From the menu, select Supplier > Supplier Responses — the Supplier Standard Response

table will display:

Supplier Standard Response - STAFF at Chelsea Library

=)o

Main  Application

F1 Hew | F2 Insert | F3 Update | F4 Delete F5 Query | F6 Print

Code Response hd

ESome items being delayed. Will follow shortly.

INV Not all items have been supplied. Supplier is investigating
OP Cut of Print but will be supplied eventually

0s Out of stock and will be supplied shortly

0sC Cut of stock, will not be supplied. Credit Note to be sent

4. Click the F1 New or F2 Insert button to create a new entry

5. Set the Code and Status

6. Click the F3 Save button when complete

These can then be inserted into an Order Line Notes field using the Supp Resp button:

Description | Bookmarks Tax Code: Tax Rate: |1.0000 i

£% Order Line - STAFF at Eastville UL
Main  Application  Orders  Orderline  XReferences
F1 Clear | | F3update | | Fsouery | FoTable | | F7a< | F8< | Fox | P10
COrderMo: | 7070 Line Mo: |1 Lib Group: Forex Code: | ALS
Supplier: | L' | Dymocks Forex Rate: 1.000
Summary: |Juni0rFicti0n items Forex Date: 0110141 995
1SBH Cat Ref Farrm: Stats:

ISSN Fub. No: Order aty: |1 Recd Oty |0 Inved Qty: [0

Uinit Costdine Tas: ALIEEE.OD

Digcount
~

[ooo o | ALIGBE.00

Tatal Cost (ing Tax: ALEEB.00

Mates: Delay in delivary ccount: [ FastReceive Mode Allocation:

PZ |ss

FiIanciaIYear 2010 Order Line Process:
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Suppliers

Please Note: Suppliers are available to both the Order and Periodical applications.

1. Launch the Amlib client

2. Go to Main > Orders > Suppliers — the Suppliers screens will display:

< Suppliers - STAFF at Chelsea Library g
Main Application  Supplier XReferences
= e I | 2 O O O
5 lier M .
upplier Mo External Company Mo fABR | Lasi
Campany | Change
Comments
Show Comments in
Orders {rik)
Fostal Sireet i
Address Zip f Posteode Address Zip I Posteode
i Tax Code
Ferson |
Telephone | Fax Forex Code
E-mail | Usze E-mail (v Claim Delay Code
E-mail for Use EDI (vt Morrnal Lead Tirne
EDI orders | fdays)
SAMNEDD EAMEDI) Fayment Terms
Membership| {days)
Update Dizcount
ek Address| Armount
. & * %
Wieh login | Web password
Suppliet Matme | SCRL
To see a complete list of current Suppliers:
1. Select the F5 Query button — the Supplier List will then display:
4" Supplier List - 10 rows @
Main Table ¥References
Supplier Company Lead Fayiment Fostal Address |

Mo

AMAZ

Time ¢days) Terms

Amazon.com, LLC
ALSLIB Auslib Press Pty Lid [=11] 365 (PO Box 622, Blackwood , South Australia, 5051
ALIST Australian Book Review 30 365 (Buite 3, 21 Drummond Place, Carltan, 3053
AUSTGED Australian Geographic 120 365 i Buhscriptions Department, P.O. Box 321, Terry Hil
DO Donation 1 1 Donation
Ot Dymocks Bookshop 4 30 PC 1253, MELBOURMNE
IMFOWISION  :Infovision Technalogy Pty Ld 1 7 1627 Melvartan Drive, HALLAM WIC
JAMBEM James Bennett Pty Ltd 2 21 Locked Bag 537, FREMCHE FOREST MEWY

2. To print a Report on your suppliers, from the Supplier List menu select Table > Report — the
list will display in Report View

3. Click the print button to print the list
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To search for a particular supplier:

1. Type the relevant information into any of the fields

2. Click the F5 Query button

Once a Supplier record is displayed, it is possible to edit the existing contact information:

1. Alter the details as required

2. Click the F3 Update button

To create a new supplier for the system:

1. From the main menu, select Supplier > New Supplier — this will place the screen into
creation mode (the F2 Insert button will become active)

2. Enter all the information that you have for the supplier — some of the details that can be
entered include: address, telephone number, fax, email address, contact person, number of

days for lead-time and payment

3. Click the F2 Insert button when complete

< Suppliers - STAFF at Chelsea Library E] D
Main  Application  Supplier  XReferences

v ctew [ r2 et ) 72 vt [ oo [ v ouery [0 s rane I B - B |

Supplier Ma | DYM External Company MoJABM | Last S
Change | 0712/2010 216 P

Camparny | Dymuocks Bookshop

Camments
Show Comments in
Crders {YIM)

Fostal | FO1253 Street | Shop 31 .
Address | e pouRNE ZipiPosteode  AAAIESS | pns ey Street 2litet

3001 MELBOURME VIC E

Contact
Person |NE"E”E TaxCode ] 65T
Telephone | 067 714553 Fax |0G7 729687 Forex Code | AUIS
E-rmail |jghn.prentice@gc|c_|jrg Use E-mail (vir) |y Claim Delay Code
E-rmail far Use EDI (¥} Mormal Lead Time | 4
EDI arders (days)
SANCEDD EAMNCEDD Fayment Terms ehi}
Membership| (days)
Update Discount
Weh Address| aliile o
: % o 9%
Wb login | ‘Weh passward

Supplier Instructions

Please Note: These suppliers are available for both the Order and Periodical applications.
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FIELD

DESCRIPTION

Supplier No

A code if up to 25 alpha-numeric characters can be entered here.

External Company No./ABN

The table allows the addition of Company (Supplier) ABN number.

Company

The name of the Company in full.

Comments

Pertinent comments regarding Supplier can be entered here.

Show Comments in Order (Y/N)

If this is set to Y (for Yes) when using the Supplier in the Order Header a
screen will display with the comments from the Supplier screen:

Supplier Instructions

Supplier Processing Instructions
OFFICEW Officeworks (Artarmon)

|Stationary Only - DO NOT ORDER COMPUTER EQUIPMENT

Use OK if Instructions are required for order

OK CANCEL

This Comment will display as a Supplier Instructions in the Order: (Click
the OK button to use the instructions for the Order or click the CANCEL
button for it not to be included)

Postal Address
Street Address
Postcodes

Postal Address and Street Address (including Postcodes) of the Supplier
company.

Contact Person

Main contact for this Supplier.

Telephone
Fax

Telephone contact details.

Email Address.

Use e-mail (Y/N)

The Supplier Email address is entered here and if Y for Yes is entered in
the Use Email (Y/N) field, it is then possible to sent Order Reports via
Email to the Supplier

Email for EDI orders
Use EDI (Y/N)

SAN(EDI)
EAN(EDI)

We strongly recommend consultation with Amlib Support staff before
implementation of EDI Ordering. Full details of implementation can be
provided. It is VERY important for Libraries who are thinking of
implementing EDI Orders to consult with their Supplier beforehand.
The Supplier may support EDI orders and if so will give details of any
specific requirements.

SAN and EAN codes may need to be supplied by the Supplier.

Emal for [ i Use EDI (YN
EDI orders |Jane.smnh@benneﬂs.com.au (YIN)
SAN(EDI) EAN(EDI)

If using EDI, a Borrower for each Library Login Location must be created
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as the Library address details are used in the Report generated. Once
the orders have been created and are ready to be sent to the Supplier
you will use a specific Order Report - &OREDI.QRP. This report
template must NOT be edited. The information within this report has
been standardised for all EDIFACT orders. The Where statement would
include the Supplier code and Supplier Use EDI (Y/N). This report
would be then sent via the Scheduler, sending an Email to the Supplier
with relevant information for EDIFACT interface.

Membership/Update
Web Address,

Web login

Web Password

The Supplier table has added fields to enter information regarding the
Supplier Membership details as well as Web address and
Login/Password information. These fields are information fields only.

Membership|
IUpdate

Weh Address|

Weh login | Yieh password |

Tax Code

The tax codes table is set in the Order Header screen [Control + O].The
Tax code pertinent to the Supplier can be entered here. This will then
be automatically populated to the Order Line when that particular
Supplier has been selected in the Order Header window. This field can
be either empty or contain a tax code. However it MUST contain a Tax
code if a Tax Account is being used (Tax to go in a separate Account).

Forex Code

The Forex code table is set in the Finance Window [Control +F]. The
code entered here must match with codes set in the table (set in
Finance, Funds, Currencies)

Claim Delay Code

Claim codes can be allocated to Suppliers to assist in the Report of
outstanding Orders. When the Order is inserted at the Order Header,
the date of expected (Normal Lead time) will be calculated from
parameters set in the specific Supplier window and inserted. The Date
to Claim will then be calculated with the code set in the Claim Delay
code — adding the number of days to the date expected.

When the Order Header is created, the date the order is expected
(Normal Lead Time (days) will be calculated from parameters set in the
specific Supplier window and inserted. The Date to Claim will then be
calculated as per the code set in the specific Supplier window using the
Claim Delay Code, adding the number of days to the date expected.
This information can then be used when selecting the appropriate
Order Report for claiming overdue Orders.

Normal Lead Time (days)

Enter a number in relation to the amount of days expected between
order and final delivery of item. The expected delivery date is
automatically set in the Order Header when a Supplier is selected,
calculating from the date placed.

Payment Terms (days)

This field can be used for retention of information.

Discount It is possible to set a Supplier Discount. If an amount is set here, the
discount will be automatically populated to the Order Line when that
Supplier is selected at the Order.

ORDERS

Please Note: Ensure that the Financial Installation parameters and Financial Types have been

properly set up before attempting to use the Orders module.
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Overview
Order Header <> Order Invoice
Order No and Supplier Details Record necessary for NetOpac searching
Order Lines <> Stockitem
Item details (inc no copies) and Account (Optional) Items on order display in grey.
Details. Also used for receiving items.

!

Catalogue
(Optional)

Orders can be created for Stockitem materials (for example: Books, Videos, etc) or non-Collection
materials/services (for example: Spine Labels, Display materials, Training costs, etc). When
Stockitems orders are created reservations can be placed against order items.

e An order always consists of an Order Header and at least one Order Line

e An Order Header can have an unlimited number of Order Lines
Sites are also able to create skeleton catalogue records (for example: insert only the ISBN and Title
tags) and have an order created from the catalogue (this will also ensure a check is made on the

database for matching ISBNs). When a SCIS download is performed, the items can then be replaced
with the full catalogue record and the order stays as it was, until received.

Schools may like to download from SCIS at the time of ordering the records, so the resources are
ready for the shelves as soon as they are received.
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CREATING NEW ORDERS

Order Headers

The Order Header screen can be used for entering new Orders, or searching for existing Orders.

1. Launch the Amlib client

2. Go to Main > Orders > OrderHeader — the Order Header screen will display (alternatively,
type Ctrl-O)

3. From the menu, select Transactions > New Order — the Order Header screen will go into
creation mode (the F2 Insert button will become bolded and PENDING will appear in the
Status field)

7 Order Header - STAFF at Chelsea Library E]
Main  Application Orders Transactions #References
F1 Clear | F2 Insert | | F5 Guery | | | | | |
Qrder Mo: | 7999299977 [ AMREF1 ) Order Group: Lib Group: |LIBRARY -
Summary. | Received: 0
Supplier: | | [ AMREFZ ) Invaiced: 0
Supplier's Reference | [ EXTREF1 ) Qrdered; 1]
Forex Code; | AUS Forex Rate: |1.000 Faorex Date: | 2000202011 Farex Ammaunt: AUSD.00
Date Placed: | 21022011 Date Expected: Date Printed: Local Amount: AUED.00
Type: | NORM Condition: | KORM Date to Claim: Status: FEMDIMG
MHotes:
ftem | L Lire 1 Line 2 Line & Gty | Gy | Gty | Order Line Cost ftem | fem Account Alloc. il
Detail= Details Detail= | Ord |Recd | Inwd | Process (Inc Tax) Form | Stats
Suppliers Reference Figld

4. Enter the following details:

a. Order No (unless automatically generated — in which case it will be greyed out with

b. Summary (this will display in the Order Line Title field)
c. Notes (these are searchable by single words and show in reports about the Order)

d. Supplier

e. Date Placed (this will be automatically entered as the current date — change if
necessary)

f. Type and Condition (should automatically come from Order Defaults)

g. Date Expected details come from the Supplier’'s Normal Lead Time setting.
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HINT: Entering .<Tab> in the Supplier, Type and Condition fields will present a list from which you

can choose the relevant code.

5. Click the F2 Insert button to save this Order Header — a prompt with the following message
will display: The Order has been inserted.

-,

FNEW Order

\11) The Order has been inserted.

Please Note: If you have system generated Order numbers this will be automatically populate at this
point. If you have Accession Numbers set, they will be populated on insertion of the Order Line.

6. Click the OK button — another prompt with the following message will display:
No Order Lines exist for the specified Order Header so a new Order Line will be created.
Does the new Order Line contain Stockitems?

¥ oy

Mew Line

<2 Mo Crder Lines exist Far the specified Order Header so a new Order Line will be created. Does the new Order Line
\/ contain Skockitems?

Mo | Cancel

7. Click the Yes button if you want to create an Order Line for an item that will require a
Stockitem record (with a barcode) / Click the No button if the Order is for an item/service
not requiring a Stockitem record
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Order Lines

Please Note: One Order Line per Title (multiple copies of a Title set within the Order Line record).

1. The Order Line screen will automatically display (if it doesn’t, select XReferences > Order
Lines from the Order Header menu)

2. Enter the details as required, including at least a Title, Order Qty and Unit Cost (Discounts
can be entered and automatically calculated).

3. If a Catalogue record already exists (or one has just been created) it can be used to populate
certain Order Line bibliographic details by either:

e Wanding in the ISBN
e Entering the Cat Ref and pressing <TAB>

e By displaying the Catalogue record and selecting XReference >
UseForCurrentOrderLine from the menu

£7 Order Line - STAFF at Chelsea Library (=)
Main  Application  Orders  Orderline  ®References
F1 Clear | F2 Insert | | | F5 Query | | | | |
Qrder Ko: | 543 Line Mo: |1 Lib Group: Faorex Code: | AUS
Supnplier: |DYru1 | Dymuocks Bookshop Forex Rate: 1.000
Sumrmary: |Februar\,r Order Faorex Date: 20/0252011
ISBN | 9780006167242 CatRef. | 21968 Farm: | BK Stats: | AF
ISSH Pub. hNo: Qrder Gty |2 Recd oty | 0 Irved Gty [0
Title | The ABG murders fAgatha Christia Tax Code: | GST Tax Rate: | 1.1000 v TaxInclusive
Author | Shristie, Agatha, 1890-1876.
Fuhlisher | Landan : Harper Caolling Publishers |, 1993 ; Unit Cost fine Taw: ALIE33.00
Series/ISBM | 978-0-00-616724-2 Discount:
- i
Subject | Crime staries. 5 | v % | #1U$33.00
Call | PB CHRI Total Cost {ine Tax: ALIEEE 00
Notes: Accaount I Fast Receive Mode Allocation:
10010 | PK
Supp Resp Financial Year | 2009  Order Line Process: Hi
Lines - -
Irrvoiced Temporary Res Permy Date Status Final Motes and Status |
IR ftem Mo TempLocation  Crdered ftem Mo Supplier Status Date
-+ M ORDEROOOOGTOXE CHELSEA (2100202011 : ORDERED
—+ M ORDEROIOOET1 58 CHELSEA (2100202011 (ORDERED
v.

Allocation Code - optional |

4. Enter the Account and (if used) the Allocation fields (entering . <Tab> will list the available
codes — double-click to select)
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Select
Code Description [
10010 { Adult Fiction
10020 Adult Man Fiction
10030 Picture Story Book
10040 Juniar Fiction
100480 Music Casgette
10210 Music CD
10220 Junior Cassette
10230 Junior Music CD
18010 Computer Eguipment & Maintenan
18020 Computer Eguipment Depreciatior
18050 Furniture Fittings & Maintenance
18060 Furniture Fittings Depraciation
18100 Office Equipment & Maintenance
18110 Cffice Equipment Depreciation
18150 Wehicles & Maintenance
18160 Vehicle Depreciation
189010 Computer Training
19020 Procedural Training ¥

5. CHECK that the Accounts and Costs are correct before Inserting the Order Line

6. Click the F2 Insert button when complete — if you have enabled the Reservation options in
the Supervisor settings (see above) then a prompt with the following message will display:
Do you wish to place any Reservations against these Item(s)?

[ ]

Create Reservation

9

x._"‘/’ Do wou wish to place any Reservations against these Item(s)?

7. Click the Yes button to place a Reservation / Click the No button to continue with the
Ordering process

8. A prompt with the following message will display: The Order Line has been successfully
created. Would you like to create another Order Line?

f 1

Insert

9

“‘r/ The Crder Line has been successfully created, Would wou like to create another Order Line?
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9. If you would like to enter another Order Line:

a. Click the Yes button — a prompt with the following message will display:
Does the new order line contain Stockitems?

¥ -

Mew Line

‘{’/ Does the new order line conkain Stockitems?
=

Mo Zancel |

b. Click the Yes button if the next Order Line item is to have a Stockitem record
attached / Click the No button if it does not require a Stockitem record

10. If you don’t want to enter another Order Line, click the No button — a prompt with the
following message will display: For an Order to be Invoiced the Order Header must be
changed to from PENDING to ORDERED. Change the Order Header Status to ORDERED?

Change Status

\.__‘

‘f/’ For an Crder to be Invoiced the Order Header status must be changed from PEMDIMG to ORDERED. Change the Order Header status to ORDERED?

11. If the Order is to be closed, click the Yes button and the Status of PENDING will be
automatically changed to ORDERED on the Order Header:

#% Order Header - STAFF at Chelsea Library  (Live DB v5.2) (=)
Main  Application  Orders  Tramsactions XReferences
Fi Clear | | F3update | FaDelete | F5 Query | 6 Table | | | | |
Order bo: | 543 [ AMREF1 ) Order Group: “— Lib Group: ’W‘
surnmary; | February Order Received: |0
Supplier: | (g} | Cymocks Bookshop [ AMREFZ ) Iryiced: ,U—
Supplier's Reference | [ EXTREF1 ) Qrdered: ,El—

Farex Code: |AUS Farex Rate: | 1.000 Faorex Date: | 2000262011 Forex Amaount: ALISEG.O0
Date Placed: | 2150272011 Date Expected: | 25/02/2011 [Date Printed: Local Amaunt: ALEER.00
Type: | NORM Condition: | NORM Diate to Claim: Status: CRDERED

Motes:
STAFF
2100272011 2:54 PM
termn | Ln Line 1 Line 2 Line & Gty | Gty | Gty | Order Line Cost tem | hkem Account Alloc. ||
Details Detailz Details | Ord | Recd | Inwd | Process (Inc Tax) Fortm | Stats
Y o0 1 i The ABC murders § &gz Christie, Agathke PB CHRI 2 o u] AUFEE.00: BK AF 10010 Pk

12. If you wish to continue adding Order Lines at a later stage, click the No button (at this point
you might like to XReference back to the Order Header)
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13. Once the Order is completed the Order Header Status needs to be changed from PENDING
to ORDERED - this can be done manually by selecting Transactions > Set Status To Ordered
in the Order Header screen

14. A prompt with the following message will display: Are you sure you want to change the
Status of this Order to ORDERED?

e el

Change Status

h_?/ Are wou sure you wank bo change the Status of this Order to ORDEREDT

15. Click the Yes button to change the Order Status to ORDERED (you can change it back to
PENDING by selection Transactions > Set Status to Pending in the Order Header menu)

16. Once an Order is set to ORDERED, it is possible for the Reports module to generate the
actual order Letter/Email

Please Note: It is not possible to invoice an item till the Order Header is set to ORDERED.
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RECEIVING ITEMS FROM ORDERS

Ordered items can be received via the Order Lines screen or directly during the Invoice process.
Receive an Order from the Order Lines Screen

1. Launch the Amlib client
2. Go to Main > Orders > OrderHeader — the Order Header screen will display

3. Locate the Order for the items to be received — perhaps the easiest way to do this is to
simply click the F5 Query button and bring up a complete list of Orders

4. Select an Order Line by double-clicking it — the selected item will display in the Order Line

screen:
£ Order Line - STAFF at Chelsea Library (=]
Main  Application  Orders  Orderline  ®References
F1 Clear | | F3 Update | | F5 Query | F6 Table | | | F9 > | F10 >> |
Qrder Mo: | 543 Line Mo: |1 Lib Group: Forex Code: | ALS
Supplier: | DM | Dymacks Bookshop Forex Rate: | 1.000
Summary; |Fehruar\,r Qrder Faorex Date: 2000202011

ISBN | 8780006157242 CatRef | 21868 Form: | BK Stats: | AF
IS5N Pub. No: Order Oty | 2 Recd Gty |0 Inved oty | 0

Titla | The ABC murders J Agatha Christie
Author | Shristie, Agatha, 1890-1376.

Tay Code: | GST Tax Rate: | 1.1000 v TaxInclusive

Publisher | London : Harper Colling Publishers , 1993 ; Unit Cost fine Tax: ALIg33.00
Seriesi|SBM | 978-0-00-616724-2 Discount :
~ o

Subject | Crime staries. 5 | v % | #1U$33.00
Call | PB CHRI Total Cost {ine Tax: ALIEEE 00

Notes: Account: I FastRReceive Mode Allocation:

10010 | PK
Supp Resp Financial Year | 2009  Order Line Process: li
LII"IBS Iy i rel Tﬂ""‘ Far 1= Dﬂrmn’ [t ot ) I—“inﬂ Ful ot i—n—l QM
Inze %) ttem Mo Templocation  Ordered ltem Mo Supplier Status Date

CRDERODOOETOXE : 0 CHELSEA 210202011 HORDERED

Deletg ORDEROOOOBT1EB | 0 | CHELSEA 2110202011 |ORDERED

Iy S— —
=Z§=

Qe

5. Wand in the actual Final Barcode number of the Stockitem into the Final ltem No field — this
will automatically set the Status to RECEIVED

6. Alternatively, you can manually change the ORDERED to RECEIVED in the Status drop-down
field (if there is a stockitem attached to this record it will be automatically updated)

Lines
Irvoiced Temporary Res Perm/ Date Statusz Final Motes and Status il
Y ftem Mo TemplLocation  Crdered ftem Mo Supplier Status Drate
M CRODEROOOOSYTOXB | 0 | CHELSEA (21022011 (QRDER | =
Delete
J— M CRDERDOOOGTIEE | O | CHELSEA 21022011 FOREERED
RECEMNED
Query RETURMED
CLAIMED -
CAMCELLED -
Standard Menu for all windowes
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Lines

Irvvoiced Temporary: Res Perm/s Date Status Final Motes and Status | A
i) ftem flo TemplLocation  Ordered ftem Mo Supplier Status Drate
W M ORCEROODDETOXE { 0O | CHELSEA 121/02:2011 iRECEMN E| STOCKO03703408 210242011

M ORDEROOOOETISE : 0 ¢ CHELSEA (210272011 (ORDERED

Delete
Cluery

7. Click the F3 Update button when complete — if you have enabled the Reservation options in
the Supervisor settings (see above) then a prompt with the following message will display:
Do you wish to place any Reservations against these Item(s)?

Update

P

H_,./ Do wiou wish bo place any Reservations against these Ikem(s)?

8. Click the Yes button to place a Reservation / Click the No button to continue with the
Ordering process

9. A prompt with the following message will display: The Order has been Updated.

- o

Crder Line

\!}) The Crder has been Updated.

10. Click the OK button

The received quantity will change on the Order Line and Order Header screens and the Stockitem
record will now be available for loan (text will be Green rather than Grey) as it has been received and
also has a relevant barcode.

Please Note: If the Order Defaults have a Process setup for new orders (for example: AWAITING
PROCESSING), then these items will need to returned to have the Process ‘cleared’.

Fast Receive Mode
If multiple Order Lines are present, this option allows receipt of the items faster by allowing the

Cursor to drop to the next Final ltem No. for the next copy. The next Barcode can be entered and the
cursor will then be ready for the next Barcode.
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ORDER OPTIONS

Catalogues and Order Lines

Before filling in the Order, it can be very useful to find out if the Library already has a Catalogue for
the item. We suggest doing F5 Query searches in the Catalog screen using either ISBN and/or Title.

Please Note: Whilst having a Catalogue record attached to an Order is optional, it is necessary to
attach a Catalogue record if you would like the Order to be searchable via Keywords in the Amlib
client or within the NetOpacs.

Catalogue records can be added by:

e MARC Take Up
e Manually via the Catalogue module — for example: Worksheet

e Use an existing Catalogue record

Create Order from Existing Catalogue

Please Note: This presumes that the Order Lines screen is open and already in creation mode.

Launch the Amlib client
Go to Main > Catalogue > Catalogue — the Catalog screen will display

Search for an existing Catalogue record using F5 Query

Sl

If the Catalogue record exists, from the menu select XReferences > UseForOrder — a prompt
with the following message will display:
Do you want to create a new Order for Catalogue Reference XXXXX?

= el

Orders

Do ol wank bo create a new Order For Catalogue Reference 333547

o

5. Click the Yes button — the Order Header screen will display (certain details will be pre-

populated)
§7 Order Header - STAFF at Chelsea Library E]
Main  Application Orders  Transactions XReferences
F1 Clear | F2 Insert | | F5 Query | | | | | |
Crder Mo: IW [ &MREF 1 Qrder Group: l— Lib Group; ’W‘
Summary: | Feceived; ’U_
Supplier: | | (AMREF2)  Inwoiced: [0
Supplier's Reference | [ EXTREF1 ) Crdered: ,D—
Forex Code: | AUS Forex Fate: W Forex Date: ’M Forex Amount: ’m
Date Placed: IM Diate Expected: li Drate Printed: ,7 Local Amount: ,m
Type: [NORM  cCondifion: [NORM  DatetoClam|  Status: [FENDING

Last Updated: 21 August 2013
Page 78



Finance and Orders Manual

6.

Enter additional details as the Summary and the Supplier fields:

#7 Order Header - STAFF at Chelsea Library

Main  Application  Orders  Transactions

¥References

F1 Clear | F2 Insert | |

F5 Query |

OrderNo: [?9799799997  (AMREF1) orderGrowp: |
Summary; | March PreOrders|
Supplier: | DYM | Dymacks Bookshop
Supplier's Reference |
Forex Code; | AUS Forex Rate: IW
Date Placed: IM Date Expected: IM
Type: | NORM Condition: | NORM

LibGroup: |UBRARY  +]

Received: |0
o
o

([ AMREF2 ) Invoiced:

[ EXTREF1 ) Ordered:

Forex Date: | 2000202011 Faorex Armount: AUE0.00
Date Printed: Local Amount: AUE0.00
Date to Claim: Status:

PENDING

7. When complete, click the F2 Insert button — a prompt with the following message will
display: The Order has been inserted.

"
Hew Order

ﬂ

\lj) The Order has been inserted.

8. Click the OK button — you will automatically be taken into the Order Line screen which will

pre-populate with your

Catalogue details:

#% Order Line - STAFF at Chelsea Library N |[=
Main  Application  ©rders  Orderline  sReferences
F1 Clear | F2 Insert | | | F5 Query | | | | |
Crder No: | 544 Line ko: |1 Lib Graup: Forex Code: | AUS
Supnplier: | M | Cymocks Bookshop Forex Rate: 1.000
Summary: | March PreCrders Faorex Date: 2000212011
ISBN | 9780426112852 CatRef [ 33354 Form: [BK stats: [0
ISSH Fub. ho: Order Gty | 2 Recd oty [0 Inved Gty [0
Title | Doctor¥ho and the auton invasion f Terrance Dicks TaxCoda: ’W TaxRate: [1.1000 el e
Author | Dicks, Terrance. : -
Publisher | London . H. Allen (Target Books) 1976 o " nit Cost fine Tax: AUF23.95
SerieslSBN | Doctoriwho iscount:
(+
Subject | johntest 5 | % [ Ausz3es
Call | JPB DICK Total Cost {inc Tax): AUE47.90
Mates: Account: I~ FastReceive Mode Allocation:
10040 |PC
Supp Resp Financial Year | 2008  Order Line Process: ,7
Lines - ;
Iy oiced Temporary Res Permd Date Status Final Motes and Status |4\|
(M) ttem Mo TemplLocation  Ordered ttem Mo Supplier Status Date E|
=| M {ORDEROOODOST34B CHELSEA | 2210212011 [ORDERED
-+ M CORDEROOOOGY 428 CHELSEA (220272011 {ORDERED

9.

Enter additional Order Line details like Order Qty, Unit Cost, Account and Allocation details

(you may also like to adjust the Form and Stats codes)
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10. Click the F2 Insert button when complete — if you have enabled the Reservation options in
the Supervisor settings (see above) then a prompt with the following message will display:
Do you wish to place any Reservations against these Item(s)?

e o

Update

:{,/ Do wiou wish bo place any Reservations against these Ikem(s)?

11. Click the Yes button to place a Reservation / Click the No button to continue with the
Ordering process

12. A prompt with the following message will display: The Order Line has been successfully
created. Would you like to create another Order Line?

L el

Insert

:{‘/ The Crder Ling has been successfully created, Would wou like ko create another Order Line?

13. If you would like to enter another Order Line:

a. Click the Yes button — a prompt with the following message will display:
Does the new order line contain Stockitems?

s |

Mew Line

?f/ Does the new order line contain Stockitermns?
-

ko Cancel |

b. Click the Yes button if the next Order Line item is to have a Stockitem record
attached / Click the No button if it does not require a Stockitem record

14. If you don’t want to enter another Order Line, click the No button — a prompt with the
following message will display: For an Order to be Invoiced the Order Header must be
changed to from PENDING to ORDERED. Change the Order Header Status to ORDERED?

Change Status

P

&./ Faor an Crder to be Invoiced the Order Header status must be changed from PENDIMG to ORDERED. Change the Crder Header stakus to QRDERED?
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15. If the Order is to be closed, click the Yes button and the Status of PENDING will be

automatically changed to ORDERED on the Order Header screen

#7 Order Header - STAFF at Chelsea Library g
Main Application  Orders  Transactions xReferences
Fi Clear | | Fiupdate | F4pelete F5 Query | 6 Table | | | | |
Order Mo: | 543 [ AMREF1 ) Order Group: || Lib Group: |LIBRARY hd
Summary: | February Order Received: |0
Supplier: | D' | Dymocks Bookshop [ AMREF2 ) Invoiced: ]
Suppliet's Reference | [ EXTREF1 ] Ordered: a
Forex Code: | AUS Forex Rate: | 1.000 Forex Date: | 20/02/2011 Forex Amount: ALGEGS.00
Date Placed; | 21/02/2011 Date Expected; | 26022011 Date Printed; Localamount [ AUGRAON
Type: | KORM Condition; | NORM Diate to Claim; Status: ORDERED
Motes:
STAFF
210272011 2:54 PM
ftem | Ln Line 1 Lire 2 Line & Ciy | Gy | Gy | Order Line Cost tem | ftem Account Alloc. i
Detailz Details Detailz | Ord |Recd | Invd | Process [Inc Tax) Form | Stats
Y i1 iThe ABC murders.l’Ang Christie, &gathe PB CHRI 2 1] 1] AUFEE.00: BK AF 0010 PK

16. If you wish to continue adding Order Lines at a later stage, click the No button

Create an Order Record from a Manually Created Catalogue Record

The Catalogue record is created in the normal way (for full details on how to manually create a

Catalogue record, refer to the Amlib Catalogue Manual).

Launch the Amlib client

Go to Main > Catalogue > Catalogue — the Catalog screen will dis

Select a Lead Thru style — the Work Sheet screen will display

v ok wN e

play

From the menu, select Catalogue > Catalogue Create — the Select Template prompt will display

Enter the bibliographic details — if you are creating a skeleton record that you later intend to

update by importing a new record from SCIS or some other agency, then ensure that you
insert an ISBN for matching purposes (when you import the SCIS Catalogue record for an
existing Order, ensure that the Catalogue only data option is selected from the Marc Take

Up Bibliographic Options screen)

Click the F2 Insert button when complete - the Created Catalogue — Select Next Action

prompt will display:

‘

Created Catalogue - Select MNext Action

Description
Creale a Stockitern

CreaTé a Periodical

Create another Catalog
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7. ltis possible to:

a. Select the Create an Order option and then click the OK button — this will take you to
a new Order Header ready to insert a new Order

b. Select the Display the created Catalog option and then click the OK button — this will
display the newly created record in the Catalog screen: select XReferences >
UseForOrder/UseForCurrentOrderLine from the menu to insert a new Order

Lead Thru Sets

You may like to set up a Worksheet Lead Thru style to assist in creating basic (skeleton) records for
On Order Items. The Lead Thru style would contain only a few tags.

1. Launch the Amlib client
2. Go to Main > Catalogue > Catalogue — the Catalog screen will display
3. From the menu, select Application > CatLeadThruSets — the Lead Thru Sets table will display

4. Create a Style with On Order in the first column and then enter the desired tags in the
second (please ensure that you enter a 020 | ISBN Tag for matching purposes)

5. Click the F3 Update button when complete

£¥Lead Thru Sets - STAFF at Chelsea Library (=)
Main  Application
F3I Update F5 Query F6é Group

| Fietion | 020 032 100 245 260 440 655 T00

| Hon-fietion | 020 082 100 245 260 300 440 650 650

| Audio-visual | 020 032 100 245 260 300 440 T00

| videos | 001 020 082 100 245 260 300 650

| Paperbacks | 082 100 245

| on Order | 020 082 100 245

| Magazines [ 084100 245 260 300 310 362 650 650 650 T00 700 700 856

| Equipment | 082 245 T10 300 500 650

| ITS Equipment | 082 245 260 520

Tag Description i

001 Control number

008 Fixed Length Data Elements
010 :LC Control Number

020 :ISBN

022  :ISSN

035 Local system contrel number

040 Cataloguing source

041  Language code ™
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Periodicals Linking to the Orders Module

When creating a new Subscription line in the Periodicals module, it is possible to link that
Subscription to an Order.

1. Create an Order Header and Order Line — entering the Subscription cost details (if you have

an Order Type for Subscriptions set up, then you may like to enter this in the Order Header
screen Type field)

£ Order Header - STAFF at Eastville -
Main  Application  Orders  Transactions  #References
FiClear | F2insert | F3update | FaDelete F5Query | F6 Table | | | | |
Order Mo: | 677 [ AMREF1 ) Order Group: Lib Group: |LIB -
Summary: |Time Australia Magazine Subscription Received: 0
Supplier: | MEW | Oshorne Park Mewsagency [ &MREF2 1 Irvoiced: i
Supplier's Refarence | { EXTREF1 ) Ordered: 1]
Forex Code: | AUS Farex Rate: | 1.000 Forex Date: | 01/01M 986  Forex Amount: ALIE17T.00
Diate Placed: | 27/08/2008 Ciate Expected: | 03/08/2009 Date Printed: Local Amount: AUS1TT.00
Type: | SUBS ondition; | APFRO Date to Claim: Status: ORDERED
Motes:
STAFF
2710872009 911 &AM
termn | Ln Line 1 Line 2 Line & Oty | Gty | Gty | Order Line Cost tem | kem Account Alloc,
Details Details Detailz= | Ord Recd | Invd | Process (Inc Tax) Form | Stats
M1 iTime Magazine Subscri P10 oo PooaUgTTO0L iMac  ss

You can then add the Order details to a Subscription line.

New Subscriptions

1. Inthe Periodical Subscriptions - New screen, type in the following:

a. Order No: — for example: 677

b. Line No:—for example: 1

Subscriptions - New
3 Updte | s oun [l s sueoer | o ciroti
All Subscriptions for Time Australia Magazine
Library Supplier Renewal Start End Issues Copies Subs (o]
Graup Code Date Date Date perSubs | perlssue Cost perl
LIBRARY (DM 27I0451 999 (2700471998 § 28/0411999 13 1 $59.40
LIBRARY DM 1720998 116M 211997 1171121958 13 1 $559.40
£ ] (]
Crder Mo: |77 Line Mao: |1 Lib Group; |LIBRARY -
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2. You can also look up the existing Order information:

a. Click on the F7 Order button — the Select screen will display:

Select
F1 Clear F5 Query F3 Select
Order Mo | 677 Order Line Mo
Title |
Crder Order Title Oty Cost -~
Mumber Line Ordered
{1 iTime Magazine Subscription R T

b. Inthe Title field enter the Description/Line 1 Details for any existing Line No and click
the F5 Query button

c. Alist of matches will then appear in the table at the bottom of the screen

d. Highlight the desired Order Number/Order Line and click the F9 Select button

e. The Order No and Line No details will automatically be inserted on the Subscriptions
—New screen

3. Click the F3 Update button when complete

Existing Subscriptions

1. Inthe Periodical Issues and Subscriptions screen, highlight an existing Subscription line and
click the F2 Modify button — the Subscriptions - Modify screen will display

2. Type in the following:
a. Order No: —for example: 677
b. Line No:—for example: 1
3. You can also look up the existing Order information:

a. Click on the F7 Order button — the Select screen will display

b. In the Title field enter the Description/Line 1 Details for any existing Line No and click
the F5 Query button

c. Alist of matches will then appear in the table at the bottom of the screen
d. Highlight the desired Order Number/Order Line and click the F9 Select button

e. The Order No and Line No details will automatically be inserted on the Subscriptions
— Modify screen

4. Click the F3 Update button when complete

Transaction Types for Subscriptions

It is possible to set up a Transaction Type to force the Subscriptions to use an Order No, or it will
disallow F3 Save.
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1. Launch the Amlib client
2. Go to Main > Finance > Budget — the Budget Totals screen will display

3. Select the Funds > Transaction Types from the main menu — the Fund Transaction Types
table will display

4. Click the F1 New or F2 Insert button

5. Enter the Submission Order details — there should be ORDERPLACE specified in the Amlib
Process field to have Amlib automatically create the commitment transaction(s)

6. Click the F3 Save button when complete

IZ] Fund Transaction Types - STAFF at Chelsea Library Q

Main  Application  Funds

Fillew | F2insert| F3Save | FaDelete| | F50uery| FéPrint |

Lib Group: |L|BRARY j

Trans | Transaction Type Must  Allec MH OTY MH Cost MH Value MH Ext MH Ext |*
Type Description Have Field  QTY Field COS1 Field VALUE Field Ext Ref Ext Ref 2
Alloc. Head Head Head Head refl| Head |Ref2 Head

INC élncome Entry éUnit Cost Y éTomI N éCustomeé N gllwoice N

{Total Cost iCost Y

Fund Transaction Types - STAFF at Chelsea Library Q

Main  Application  Funds

F1 lew | F2 nsert| F3Save | F4pelete| | 5 0uery| F6 Print|

Lib Group: ||-||3R»E"~R‘fr j
Ext MH Amlib MH Ext MH Ext Must Default | Def, Addto Amlib Proi»
Ref 2 Amlih Ref 1 Amlih Ref 2 Amlih Ref3 Have | Account |sign Actual, Must use t
Head Ref 1 Head Ref 2 Head Ref3 Head Trans | Number + | Commit
Desc - | or Budget

Inveice NumiN  Amlib Ref 1iN nlib Ref2iN Amlib Ref3iY A

T T L4 Lot 1410004 100001 10 (10t 1t a1 st o ks s saf S s s st s siad

Invoice ORDERPLACE

.....

If the Order No is not entered in the Subscriptions screen, a prompt with the following message will
display and the Subscription cannot continue: You have not specified an Order. Use the 'F7 Order’

button to select a valid Order.

Periodical Subscriptions and Issues - Error

L
\]‘:) You have not specified an Order. Use the 'F7 Order’ button to select a walid Crder.

Modifying an Order Header or Order Line

An Order Header has to be set to PENDING if it or one of the Order Lines is to be modified. If the
Order is set to ORDERED already, it can be set back to PENDING to allow modifications.
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1. Launch the Amlib client

2. Go to Main > Orders > OrderHeader — the Order Header screen will display

3. Locate the Order for the items to be received — perhaps the easiest way to do this is to
simply click the F5 Query button and bring up a complete list of Orders

4. From the menu, select Transactions > Set Status to Pending — a prompt with the following
message will display: Are you sure you want to change the Status of this Order to PENDING?

o |

Change Status

x?,// Are you sure you want ko change the Status of this Order to PEMDING?

5. Click the Yes button

Please Note: User permissions have to be allocated in the Supervisor module to allow this to occur

(see above).

Stock Lines

Stock Lines display in the bottom section of each Order Line. These reflect the actual Stockitems and
Order items. It is possible to have many Stock Lines for the Order Lines (for example: Where there
are multiple items).

Launch the Amlib client
Go to Main > Orders > OrderHeader — the Order Header screen will display

Locate the Order for the items to be received — perhaps the easiest way to do this is to
simply click the F5 Query button and bring up a complete list of Orders

Select an Order Line by double-clicking it — the selected item will appear in the Order Line
screen

The Stock Lines information appears at the bottom of the Order Line:

Lines
Inzert

Delete

Query

ElE[E

Account Reference

Invaiced Temparary Res Permif Diate Status Firal Motes and Status Ead
(M) tem Mo TemplLocation  Ordered tem Mo Supplier Status Crate

il CRCERDODOEY348 : 0O | CHELSEA (220272011 | ORDERED
i CRCEROOODG7428 ; 0 | CHELSEA (220272011 | ORDERED

Stock Lines can be:

Added by clicking the Insert button next to the Lines section at the bottom of the Order Line
window (this also creates another Stockitem)
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e Deleted by highlighting the Stock Line(s) and clicking the Delete button next to the Lines
section at the bottom of the Order Line window

e Query button allows a refresh to display as was when last saved

e Modified by changing the data entered into the columns of the Stock Line (for example:
Perm/Templocation)

e Received by wanding in the Final Barcode number of the stockitem into the Final Item No
field

e Status can be altered either manually or from a report using RepOrders (set to Claimed)

Stock Line Status

A Stock Line can have a Status placed to it from the drop-down list. This can be manually done or
automatically via a report from Orders Reports in the Reports module — for example: Set to Claimed.

To manually change the status of an item:

1. Locate the Order Line

2. Inthe Stock Line Status column at the bottom of the screen), click on the drop-down arrow
and select the status required — the Status can be set to:

e ORDERED (Default)

e RECEIVED (Set automatically when entering a Final Item No)
e RETURNED

e CLAIMED

e CANCELLED

3. Add any notes if necessary and then click the F3 Update button to update the Order Line.

Enes Accession Invoiced Temporary Res Perm/ Date Status Firal Motes ar| &
Reference g0 ltem Mo TempLocatior Ordered ltem Mo Suppler St
20030004 7TEK AF N |ORDEROOD243338 | O EAS 124/04/2009 | ORDER [+ i
Delete | : ORDERED
: RECEINVED
Query | RN WS N B A —— RETURNED | SN SR [
< : CLAIMED >
CANCELLED
Account Reference | UM

Please Note: If you are manually changing the status of a Stock Line to CANCELLED, remember you
will also need to delete the Stockitem manually as the Stockitem still exists. If you are changing the
status of an item to CANCELLED or RETURNED either manually or via a report these Stock Lines will
not display as items to be invoiced in the Order Invoice screen.

Reserving Order Items

It is possible to configure the Orders system to automatically prompt for a Reserve during the Order
or Receiving processes. This is set up in Main > Supervisor > Installation — Other tab (see above).
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1. Once the F2 Insert button is clicked — a prompt with the following message will display:
Do you wish place any reservations against these Item(s)?

e o

Create Reservation

1?/ Do wiou wish bo place any Reservations against these Ikem(s)?

2. If you would like to place a reservation, click the Yes button — the Reservations screen will
display (with the item on Order listed):

" Reservations - STAFF at Chelsea Library E]

Main  Application  Borrower  Ikems  File

e q Library e 2 February 2011 E:51 PM

I Name ...... Res/ltems
Type Status Locn

Group Class | | l_ Lz
| | | Balance

Satisfy On
& Any Item © Every ltem Collect at : |Chelsea Library
Formi Rsv Mem.| On |Book | On Title | Author Perm Temp Due Edit
cnt. |Loan -ed | Ord. Locn | Locn Back
BK i 0 N Y Harry Potter and the prisoner of £ CHELS CHEL 1994

3. If the Borrower BarCode is known, this can be typed into the empty field in the top left-hand
corner and the <Enter> key selected — the Borrower Details will then display

4. Otherwise, click the F4 button or select Borrower > Borrower Search from the menu —the
Borrower Enquiry screen will display:

a. Enter Surname and/or Given name and click the F5 Query button to bring up a list of

borrowers

b. Highlight the desired borrower and click the F3 Choose button — the selected
Borrower Details will then display in the Reservations screen

5. Click the F2 button or select Borrower > Reserve All Items from the menu

6. The item will then be reserved

Order Deletions

The Order Header can only be deleted once all Order Lines have been first deleted.

To delete an Order Line, the Stock Lines need to be deleted first. On deleting the last Stock Line a
message will display which prompts for the deletion of the whole Order Line.
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1. Launch the Amlib client
2. Go to Main > Orders > OrderHeader — the Order Header screen will display

3. Locate the Order for the items to be received — perhaps the easiest way to do this is to
simply click the F5 Query button and bring up a complete list of Orders

4. Select an Order Line by double-clicking it — the selected item will display in the Order Line
screen

5. Highlight individual Stock Lines and use the Delete button at the bottom left of screen to mark
them deletion (Please Note: When the Stock Line is deleted the Stockitem is also removed)

6. Then use the F4 Delete button to delete the actual Order Line itself —a prompt with the
following message will display: Delete this order Line. Are you sure?

s |

Delete

?r‘/ Delete this Order Line, Are wou sure?
H-‘-.

7. Alternatively, if you click the F3 Update button, a prompt with the following message will
display: All the Order Items have deleted. Do you want to delete the entire Order Line?

o o

Update

‘“"?r'/ All the Order Ikems have been deleted. Do wou wank to delete the entire Crder Line 7

8. Click the Yes button —a prompt with the following message will display: The Order Line has
been Deleted.

= 1

COrder Line

H]:) The Order Line has been Deleted.,

9. Click the OK button
10. Repeat until all Order Lines are deleted
11. Then click the F5 Query button on the Order Header — this will refresh the screen

12. Click the F4 Delete button —a prompt with the following message will display:
Delete this Order. Are you sure?
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= o

Order Header

?f/ Delete this Order, Are wou surer?
H.‘-.

13. Click the Yes button —a prompt with the following message will display:
The Order has been Deleted.

-,

Order Header

Jr) The Order has been Deleted,

14. Click the OK button
Please Note: Individual Stock Lines cannot be deleted if they have been received or invoiced.
Order Deletion/Archive

Completed Orders and Invoices can be deleted from the system (and archived). Permissions may
need to be given via Main > Supervisor > UserNames (see above).

A completed Order is defined as having all Order Lines RECEIVED and INVOICED or CANCELLED.

1. Access Order Archive in either the Order Header or one of the Order Lines by selecting
Orders > Order Archive from the menu — the Delete/Archive Orders screen will display:

=l Delete/Archive Orders - STAFF at Eastville U
Main  Application

F1 Clear F3 Start

1. Choose the Library Group: LIB -

2. Enter date for completed Orders to be deleted up to : 31/12/2006

3. Optionally select a file to archive the deleted Orders :

DMy Documents\Order Archive¥W61231 Order Archive.csv

4. Press the 'F3 Start’ button to start the Delete/Archive Process.

2. Enter date for completed orders to be deleted up to — for example: 31/12/2006

3. If you would like to save the deleted Orders and Invoices to a file, select the Save As... button
and set the File name and save location details (you can select a previously created file)

4. Click the F3 Start button —a prompt with the following message will display:
Delete All completed Orders up to DD/MM/YYYY?
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L o

Delete Orders e

-? "
\_.(/ Delete All completed Orders up ko 12122006 7

Yes

5. Click the Yes button — if you appending to a previously created file —a prompt with the
following message will display:
The Archive file already exists. Do you want to Append to this file?

P |

Order Archive

:{) The Archive File already exists, Do you want bo Append ko this file?

Rl Cancel |

6. Click the No button and you will be re-prompted for a new File name / Click the Yes button
and a prompt with the following message will display:
X Orders prior to DD/MM/YYYY have been deleted.

-,

Order Delete

‘!J‘) 1 Orders prior ko 1201212010 have been deleted,

7. Click the OK button

The data is saved as Excel document in CSV (comma separated) format. This format enables you to
search the archive file for deleted Orders, but in an Optional Field.
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XReference Options from Order Header
It is possible to XReference from Order Header to:
e Financial Transactions: This will display the actual Financial Transactions — useful
for checking

e Order Lines: Shows All the Order Lines for the Order Header

e Order Invoice: Activates the Order Invoice screen displaying any Invoice/s for the
Order Header

e Selected Line Details: Displays only the Order Line for the highlighted Order Line

e Stockltems: Displays any Stockitems for the Order Lines associated with the
Order Header

e Suppliers: Displays the Suppliers screen for the Supplier allocated to the Order

Header
XReference Options from Order Line

e Catalogue: Displays the Catalog screen for a Catalogue associated with the Order
Line

e Financial Transactions: This will display the actual Financial Transactions — useful
for checking

e Order Header: Displays the Order Header for the Order Line

e Order Invoice: Displays the Order Invoice associated with the Order Line

e Reservation List: Invokes the Reservation module with the Order Item in the List
ready for a placement of a Reservation by entering Borrower Details and using
the Borrower Menu to place the Reserve (for example: Highlight the Order in the
Browse section and use Reserve Item — F3)

e Suppliers :Displays the Supplier’s Window for the Supplier allocated to the Order
Header for the Order Line
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NetOpac Suggests

It is possible for NetOpac users to add a request for items not held by the Library. Library staff can
then see these Items in Opacs User Suggestions screen:

1. Launch the Amlib client

2. Go to Main > Supervisor >Opacs > OpacSuggests — the Opac User Suggestions screen will display:

B Opac User Suggestions - STAFF at LIBRARY E]
Main LibraryMenu  xReferences
F3 Save | F4 Delete | ‘ F5 Query
Request Type # ltems ¢ Mbrbtls  Opac ¥ Uninswered Only
Master Nogger Hannay |Request for Item
- Little Women
Don’t remember
|HANN Don't know
I don’t think
[1/05/2009 10:56:00 AW T
|Ran(lwick Library :
BK

I've never read it but | want to.
Accept Cost: N
To Collect At: Randwick Library

Library Response

|2.-"06.-‘2009 2:20:00 PM

|STAFF

3. If XReferences > Orders is selected from the menu — the Order Header screen will display
and the following prompt will display: Do you wish to create a New Order?

o ]

Query

9

i 7
1..(/ Do o wish to create a Mew Orders

4. Click the Yes button to begin the Order creation process — the details from the suggestion
will be used to help create the Order:

% Order Header - STAFF at LIBRARY  (Live DB v5.1) (=)
Main Application  Orders  Transactions 2References
F1 Clear | F2 Insert | | | F5 Query | | | | | |
Crder Mo ’W [ AMREF1 ) Crder Group: ’|7 Lib Group; |LIB -
Summary: |Lit‘lle Wormen Received: ’D_
Supplier: | | [ AMREF2 ) Invoiced: ’D—
Supplier's Reference | [ EXTREF1 ) Orderad: ’D—
Forex Code: | ALIS Forex Rate: IW Forex Date: ’m Forex Amount: Im
Date Placed: ’m Date Expected: Ii Diate Printed: ’7 Local Amount: Im
Type: [NORM  Condifion: [NORM  Datetoclaim:|  Status: [FENDING
Matas | |

Change Order Number
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It is possible to change the Order Number of an existing Order Header. It will not be possible if the
Order Line has been invoiced or a Stock Line has Invoiced (Y/N) field set to Y.

1. Launch the Amlib client
2. Go to Main > Orders > OrderHeader — the Order Header screen will display

3. Locate the Order to be modified — perhaps the easiest way to do this is to simply click the F5
Query button and bring up a complete list of Orders

4. Select Transactions > Change Order Number from the menu — the Order Number Change
prompt will display:

-

Order Humber Change

F1 Exit F3 Update

Current Order Humber: | 545'

Hew Order Humber: |

[v Update Catalogue

5. Type in the New Order Number and ensure the Update Catalogue option is ticked (this will
update the 001 Order Tag to be the new Order Number if a match to the old one is found)

6. Click the F3 Update button —a prompt with the following message will display:
Order Number XXX has changed to XXX

- -

Order Humber Change

Crder Mumber 546 was changed to 547

7. Click the OK button
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Query By Accession

1. Launch the Amlib client
2. Go to Main > Orders > OrderHeader — the Order Header screen will display
3. Clear the screen using the F1 Clear button

4. Show Orders with a particular Accession No as entered in the Summary field — for example:
show all Accession Nos starting with 2002 (Accession Numbers are set up using Accession

Number Setup)

5. Click the F5 Query button to initiate the search

“? Order Header - STAFF at Hallam Branch [__1 E’j
dain Application Orders Transactions XReferences |
F1 Clear | | | F5 Query | | | | | |
Order No: { AMREF1 Order Group: Received: 0
Summary. | 2003 Invoiced: |0

Calculate Committed
Calculate the Committed amounts for the Accounts attached to particular Order Line.

1. Locate the Order Line to check

2. From the menu, select OrderLine > Calculate Committed — the Calculate Committed prompt
will display with the information about the committed amount for accounts lined to this
Order Line:

e el

Calculate Committed

- Crder Mo: 547
\]:) Order Line: 3
The 2009 committed amount For the '10040° account is AU%20,91,
The 2009 committed amount For the '49999" account is ALEZ.09.

3. Click the OK button when complete
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PROCESSING THE INVOICE

The Invoice Window can be used for Searching for Invoices or entering New Invoices.
Entering a New Invoice

1. Launch the Amlib client

2. Go to Main > Orders > Orderinvoice — the Order Invoice screen will display (alternatively,
you can use XReferences > Order Invoice from Order Header/Order Lines)

#7 Order Invoice - STAFF at Chelsea Library [Z]
Main  Application  Orders  Transactions XReferences Options
F1 Clear | | | | F5 Query | | | | | |
Invoice Mo ,|7 Invoice Date: Lib Group: |LIBRARY ~ Forex Cost ’7
Supplier: | | Laocal Cost:
Supplier's Reference | Status: I—L|
Forexdrvy | ForesRater | ForeDater | PEmemDeie ||
MNotes:
| | | | |
Iy TitlefDescription Invoice | Order Mo | Ord Invoice Invoice Recd Recd el
LM ity LM Unit Gost Total Cost ity

3. From the menu, select Transactions > New Invoice — the Order Invoice screen will go into
creation mode (the F2 Insert button will become bold)

4. Enter details in the top half of the screen for:

e Invoice No (taken from the actual invoice sent to you)
e Supplier (at this point some of the fields will automatically update — for example:

Forex rate

5. Click the F2 Insert button — a prompt with the following message will display:
The Invoice has been inserted.

i o

Mew Invoice .ﬁ

L.
\!:) The Invoice has been inserted,

6. Click the OK button
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7 Order Invoice - STAFF at Chelsea Library E]
Main  Application  Orders  Transactions XReferences Options
Fi Clear | | Fiupdate | Fapetete | F5 Query | F6 Table | | | | |
Invaice Mo: | 775666565 Invoice Date: | 2170272011 Lib Group: |LIBRARY “ Forex Cost: AS0.00
Supplier: | D | Dymocks Bookshop Local Cost: ALUG0.00
Supplier's Reference | Status; PEMDING
Forex (Inv): | AUS Forex Rate: | 1.0000 Forex Date: | 20/02/2011 Report Date:
MNotes: STAFF
210202011 8:12:08:070000
Add Order... ‘ Add Other... ‘ ‘ | | Irwoice Order |
Iy Title/Description Invoice | OrderNo | Ord Irevoice Irwoice Recd Recd ||
LN Qty LN Unit Cost Total Cost Gty

7. Click the Add Order... button —the Order Search screen will display a listing of non-invoiced
Order Lines relating to that Supplier (items in RED are overdue orders)

Please Note: The Order Header MUST have a Status of ORDERED to be included in the Invoice.
PENDING Orders will not display in the Add Order list.

-,

Order Search

F1 Clear

F3 Choose F5 Query

Supplier. | Dyvm | Dymacks Baakshop

Order Mo li Line Mo: l— ISEM ISEM

Title: | Pub. Na.

Itern OQrder Mo | Line Title / Description f Line 1 Line 2 ISBM Faorm) Stats Date Qty ~

Expected | Ordered | =]

I I
YOiEaT 2 iHarry Potter and the Chamber of & Rowling, J k. Bk i QB 220 1.00
W oiAaAT 3 iDecorders 2010 BE i a6 22010 1.00
o540 1 iHarry Potter and the Chamber of 5 Rowling, J K. 197804390648 BK. (AF 2200012011 1.00
o4 1 iHarry Potter and the Chamber of S Rowling, J.K. 197804390648 Bk (AYNE22001/2011: 2.00
¥4 2 idan Crder Bl PAWMEZZ2/01720118 1.00
Yoi643 1 iThe ABC murders | Agatha Christié Christie, Agaths 97800081672 BEK. (AF 250220110 2.00
Y1543 2 iDoctorWho and the auton invasioe Dicks, Terrance 97804261129 Bl (AR 25/0272011: 1.00

8. You may search for an individual Order Header and Order Line, Title or ISBN and then click
the F5 Query button
9. Select an item from the list by double-clicking it
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10. Once the appropriate record is displayed, highlight the line required and either click the F3
Choose button double-click on the highlighted line — the Invoice — Order Lines screen will

display:

Invoice - Order Lines

F2 Insert | ‘ F5 Query

Order Mo: a3 Line Ma: |1 Unit Price Committed: ALGE2.00

Title: | Horrendo's curse. Unit Price {Local): AUSEZ.00
Author. | Fienberg, Anna. Discourt on Order ;

Mo on This [nvoice : Tax Code: Tax Rate: | 1.0000 [ Taxlnclusive
Mo to mvoice: |1 Mo Already Invoiced: |0 Unit Cost (inc Tax: AU%0.00
Mo to Receive: | 0 Mo Already Received: | 0 DIET g | &% | AU50.00

Total Mo of lterns: |1—
Total Cost (ine Tax: ALE0.00
Allocation: Motes:

Account; |ENG

Temparary Res Location |Inved Date Status Final Motes Status ™
[tern Mo CYI) Inved ltern Mo Date
v |CRDERODOOOOZ48E 0 {BRC Y {07I08I2008 { ORDERED
W

11. Enter the correct invoice Unit Cost, any Discount to that item and tab through the fields (the
Total Cost will be adjusted automatically)

12. You may modify received details or Account details — the committed cost (Unit Price
Committed) will display at the top of the screen

Please Note: It is possible to just insert a Total Cost amount. The Unit Cost will automatically be
calculated by dividing the Total Cost by the No to Invoice.

13. Enter the No to Invoice: this is the total number of items being paid for on this Order Line
(see also Invoice Options),
14. Enter the number of items being received (THIS WILL NOT BE NECESSARY if you have already
RECEIVED the items:
a. Enter the number in the No to Receive field (see also Invoice Options), or

b. Wand in the actual Final Barcode number into the Final Item No — this will
automatically set the Status to RECEIVED, or

c. You can manually change the ORDERED to RECEIVED in the Status drop-down field —
a temporary Stockitem will be automatically generated
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15. Carefully check all details:

e [sthe No to Invoice correct?

e Is the correct cost inserted, including discounts? Once an Invoice is set to INVOICED,
the invoiced amount cannot be modified

e Are the Items received correctly (if applicable)?

e |sthe Tax information correct?

16. Click the F2 Insert button once finalised — the finalised item will appear in the table at the
bottom of the order Invoice

It is possible to include additional charges to the Invoice (like freight costs):

17. Click the Add Other button — the Invoice — Other Charge screen will display:

Invoice - Other Charge

F2 Insert | | F5 Query

Description: |Freight

Tax Code: GET Tax Rate: | 1.1000
v TaxInclugive
Total Cost fine tax: AlLE24.95
Account: | ADM Allocation:

Motes: | Administration costs associated with Order

18. You can enter a bulk amount for an Invoice (for example: a Modification) or add Non-Order
items (for example: freight and handling)

19. Enter the Description and Tax Code, Total Cost, Account details etc.

20. Click the F2 Insert button when complete — the finalised charge will appear in the table at
the bottom of the order Invoice

21. Continue adding Order Lines and Other Order Charges as required

When you wish to finalise the Invoice, and transfer the Committals to Actual expenditure, the
Status of the Invoice can be altered from PENDING to INVOICED:

22. In the menu, select Transactions > Set Status To Invoiced — a prompt with the following
message will display:
Changing the Status to INVOICED will transfer all the Committals to Actuals. Continue?

e ]

Set Invoice

1?/ Changing the Status ko INWOICED will transfer all the Committals to Ackuals, Conkinue?
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23. Click the Yes button — a prompt with the following message will display:

The Invoice Status has been changed to INVOICED.

-

Set Invoice

=,

-
\]}) The Invoice Status has been changed to INVOICED,

24. Click the OK button

MADE A MISTAKE WITH THE AMOUNT INVOICED?

e Invoiced an item for incorrect amount?

e Received an unexpected discount for an item that you have already INVOICED?
e Returned an item that you have INVOICED but not PAID? (for example: a defective DVD)

e Returned an item for which you received a refund?

e Need to nullify an INVOICED amount recorded during testing/training?

There are two methods of dealing with this within the system:

1. You can make a correction to the amount invoiced using the Financial Transaction screen — see Adjust a

Budget/Committed/Actual (Expense) Amount in the Financial Transactions section for further information

2. Alternatively, you can make a simple adjustment to the Actual (Expense) amounts for the particular

Account in the Budget using the Invoice screen — see: Credit (Expense) Adjustments for further information

Check Expenditure

1. Launch the Amlib client

2. Go to Main > Finance > Budgets — the Budget Totals screen will display:

Budget Totals - STAFF at Brennan Resource Centre

BE] %]

Main  Application  Funds  Qptions

F1 Create| F2 Modify| F3 EOY F4 Delete F5 Query| F6 Print |

Lib Group: |BRC

Current Financial year 2009

2009 $25,000.00

$160.00

Committed

$586.56

The Budget Total will reflect the Actual expenditure.

3. Itis possible to check the Accounts by selecting the F2 Modify button — this will reopen the
Account Group Budgets screen where you can check the expenditure of individual Accounts:
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Account Group Budgets - STAFF at Brennan Resource Centre D E]
Main  Application  Funds
F2 Modify| F3 Save F5 Query| F6& Print
Total Budget for 2009: $25,000.00 Lib Group: BRC
Code Accounts New Current Current Current ~
Budget Budget Actual Committed

SFTHAINT Software Maintenance 0.00 0.00 0.00 0.00

STAT Stationery & Consumables 0.00 0.o0 0.00 0.00

SUES Subscriptions 0.00 0.0 0.0 0.00

TEOOKS Audio CDz - Fiction & MF 0.00 0.00 0.00 0.00

TREF Teacher Reference 0.00 0.00 0.00 0.00

SD Senior Departments 12500008 1250000 160.00 586.56

Budget prior to the Order creation:

=/ Budget Totals - STAFF at Eastville U )

Main  Application  Funds  Options

Fi Create| F2Modify| F3EOY | F4Delete| | F5Query| F6Print |

Lib Group: ||-|B j

Current Financial year 2007

Year Total Actual Committed i
Budget

$28,500.00

After Order creation, the Committed amount increases:

El Budget Totals - STAFF at Eastville U )

Main  Application  Funds  Options

Fi Create| F2Modify| F3EOY | F4Delete| | F5Query| F6Print |

Lib Group: ||-|B j

Current Financial year 2007

Year Total Actual Committed )
Budget

$28,500.00 ¢

After Invoice Status has been set to INVOICED, the Committals are subtracted and added to the
Actual expenditure:

= Budget Totals - STAFF at Eastville U )

Main  Application  Funds  Options

Fi Create| F2Modify] F3EOY | FaDetete| | F5 query| Fé print |

Lib Group: ||-|B j

Current Financial year 2007

Year Total Actual Committed i
Budyet

$28,500.00 ;

INVOICE OPTIONS

Number to Invoice/Receive with Multiple Locations
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If the items being invoiced/received have a) different Locations and b) the number being invoiced is
less than the number ordered, then the user will need to specify the Locations of the particular items

being invoiced/received:

Invoice - Order Lines
F2 Insert | | F5 Query
Qrder Ma: 546 Ling Mo | 2 LInit Price Cammitted: A4
Title: | Cat among the pigeans | Agatha Christie. Unit Price (Local): AUSTAH
Authar: | Christie, Agatha, 1890-1976. Discount on Order: | 15.00%
0 on This Invaice : Tax Code: GST Tax Rate: 1.1000 [v Taxlnc.
Mo ta lnvoice: |2 0 Already Invaiced: |0 Unit Sost fine Tax): AUS0.00
) . Discount :
Mo to Receive: 0 Already Received:
0 Y 0 T f % ALI0.00
Ihtal Mo of ltems: 3
Total Cost (inc Tax: ALED.O0
Allocation: Motes:
Account: |1UU1U
Tempora Res Location | Inved Date Status Final Motes Status |
ltermn Ko (I Inved Iterm Mo Date
' ORDEROOOOGYZ0E 0 (HASTIMGS! ¥ (09032011 :0RCERED
' ORDEROOOOGYO4E 0 (CHELSEA | Y 09032011 i ORCERED
ORDEROOOOGY1ZE O (BELMONT i M ORCERED

Enter the number of items to be invoiced/received in the No to Invoice or No to Receive field

1.
— for example: 2
2. The Select Location(s) to Invoice or Select Location(s) to Receive prompt will display:
Select Location(s) to Invoice Select Location(s) to Receive
Items to Select |2 Selected | 2 Items to Select |2 Selected | 2
Location Code )

Location Code

lterns

~

lterns

{BELMONT
{CHELSEA

{BELMONT

3. Select the locations of the items to be invoiced/received (Ctrl-select to select multiple items)

4. Click the OK button:

a. Items to Invoice: the Invcd (Y/N) will change to Y and a Date Invcd will appear

alongside the items for the selected Locations (in blue):
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Temparary Res Locatipr=—=hrret———frgpe=——— Status Final Motes Status [
Iterm Mo (YIM) Inwed [tern Mo Date
+' ORDEROOOOEYZ0B 0 iHASTINGS: % i08/0372011 ORDERED
ORDEROOOOES04E 0 iCHELSEA | N RDERED
+' ORDEROOOOEY12E O iBELMORT ¢ % i08/03¢2011  QRDERED
0

b. ltems to Receive: the items will be automatically have Status set to RECEIVED and

allocated a system-generated Final Item No:

Temporary Res Location | Invid Date Status Final Maotes Status [
Itern Mo IR Irvcd TTETT 0 Date _
v |ORDERODOOGAT4E 0 iHASTINGS: Y DQIDBIEM'\ RECENED: STOCKOO3T11148B 09m3r2011
v |ORDERODOOG258B 0 iCHELSEA @0 Y DQIDBIED1|1 ORDERED
v |ORDEROOOOGAEZE 0 iCHELSEA @ Y DQID312E|1|1 ORDERED
v |ORDEROOOOGA80EB 0 iCHELSEA @ Y DQID312E|1|1 ORDERED
v | ORDEROOOOGAGEE 0 iBELMOMNT @ ¥ DQID312E|1|1 RECENED: STOCKAODIT1 1068 DQIDSIEDH_vi
|

5. You can then continue to add the Cost to be invoiced and other relevant information

6. Click the F2 Insert button to insert the Invoice

The Order Lines and Order Headers will be updated to reflect those that have been received or

invoiced.
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Modifying Invoice Details before Setting to Invoiced
Invoices can be modified by using the editing buttons on the Order Invoice screen.

1. Launch the Amlib client
2. Go to Main > Orders > Orderinvoice — the Order Invoice screen will display

3. Perform an F5 Query search to locate the Invoice to be modified (alternatively, you can use
XReferences > Order Invoice from Order Header/Order Lines)

7 Order Invoice - STAFF at Chelsea Library E]
Main  Application COrders Transactions xReferences COptions
F1 Clear | | F3 Update | F4 Delete | F5 Query | F6 Table | FT << | F8 < | Fo > | F10 >> |
Invaice Mo: | 3 Invoice Date: | 18/01/2011 Lib Graup: Forex Cost: ALUFAT 20
Supplier: | DM | Dymocks Bookshop Local Cost: ALIE4T .20
Supplier's Refarence | Status: FEMDIMNG
Farex {lnvy: | AJS Farex Rate: | 1.0000 Farex Date: | 25M03/2010 Report Date:
Motes: STAFF
18001 /2011
Add Qrder... Add Other... ‘l Modify... Delete... | Ihwoice Order ‘
I} Title/Description In\rulce QrderMo | Ord Invnice Invoice Recd Recd B
LM LI LInit Cost Total Cost City
1 EH-srl,. Fotter and the Chamber of Secre 0! iH
2 §Freight i1 AUS24.20 ALIE24, 20

Please Note: Invoices can ONLY be modified if the Status is set to PENDING. Once set to INVOICED,
the Modify and Delete buttons become inactive.

To Modify an Existing Order Invoice Line:

1. Highlight the Order Line to modify and click the Modify button — the Invoice — Order Lines
screen will display:

Invoice - Order Lines
| F3 Update | F5 Query
Crder Mo: 40 Line Mao: | 2 Unit Frice Cammitted: ALS0.00
Title: | Harry Potter and the Chamber of Secrets i by J K. Rowling ; illustra Uit Price (Local): AUF0.00
Authar: |Rowling,J.K. Discount on Qrder

2. Modify the existing details

3. Click the F3 Update button when complete

To Delete an Existing Order Invoice Line:

1. Highlight the Order Line to modify and click the Delete button — the Delete Line prompt will
display with the following message: Delete ‘XXXX’ from the current Invoice?
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Delete Line s

\:{/‘ Delete 'Harry Potter and the Chamber of Secrets | by 1K, Rowling ; illustrations by Mary GrandPré.' From the current Invoice?

2. Click the Yes button
3. The Invoice Line will be deleted

4. If all Invoice Lines have been deleted, the F4 Delete button can be clicked to delete the
actual Invoice — a prompt with the following message will display:
Delete the Invoice. Are you sure?

o Ty

Delete -

? ) Delete this Invoice. Are wou sUre?
i

5. Click the Yes button — a prompt with the following message will display:
The Invoice has been Deleted.

7~ =1

Order Invoice

JJ) The Invoice has been Deleted.

6. Click the OK button
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NON-STOCKITEM ORDER AND INVOICE PROCEDURES

This method of ordering/invoicing is primarily used for those items for which you do not wish to
create Stockitem records (stationery, giveaways, etc).

There are two methods to add non-Stockitem orders:
1. The first method involves setting up an Order Header (and attaching non-Stockitem Order

Lines) so that the amounts show in the Committed Amount column in the Budget. The
Invoice is processed from the Order Invoice screen in the usual manner

2. The second method involves processing the Invoice entirely within the Order Invoice screen,
selecting the Add Other button once the Order Invoice has been created

Method 1: Invoice with Order (No Stockitem)

The following shows how to set up an Order Header for items that do not require a Stockitem record.
The Order Header screen can be used for entering new Orders, or searching for existing Orders.

1. Launch the Amlib client

2. Go to Main > Orders > OrderHeader — the Order Header screen will display (alternatively,
type Ctrl-0)

3. From the menu, select Transactions > New Order — the Order Header screen will go into

creation mode (the F2 Insert button will become bolded and PENDING will appear in the
Status field)

7 Order Header - STAFF at Chelsea Library E]
Main  Application  Orders  Transactions XReferences
Fi Clear | | Favpdate | Fapelete F5 Query | 6 Table | | | | |
Crder Mo, | 549 [ AMREF ) Order Group: Lib Group: |LIBRARY -
Sumimary: | Special iterms far Mr Tanner Received: |0
Supplier: | it | Cymocks Bookshop [ AMREF2 ) Ihvoiced: 0
Supplier's Reference | [ EXTREF1 ) Qrdered: 0
Forex Code: | ALID Forex Rate: | 1.000 Forex Date: | 200022011 Forex Amount: ALIED.0D
Date Placed: | 10/03r2011 Date Expected: | 17/03/2011 Date Printed: Local Amount: AUED.00
Type: | HORM Condition: | APRO Date to Claim: | 16/052011 Status: PEMNDING
Motes:
STAFF
10032011 9:41 P
ftem | Ln Lire 1 Line 2 Line & Gty | Gy | Gty | Order Line Cost ftem | fem Account Alloc. -
Detailz Details Detailz | Ord |Recd | Inwd | Process (Inc Tz Form | Stats
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4. Enter the following details:

a. Order No (unless automatically generated — in which case it will be greyed out with

b. Summary (this will display in the Order Line Title field)

c. Notes (these are searchable by single words and show in reports about the Order)
d. Supplier

e. Date Placed (current date automatically entered — change if necessary)

f.  Type and Condition (should automatically come from Order Defaults)

g. Date Expected details come from the Supplier’s Normal Lead Time setting.

HINT: Entering .<Tab> in the Supplier, Type and Condition fields will present a list from which you

can choose the relevant code.

5. Click the F2 Insert button to save this Order Header — a prompt with the following message

will display: The Order has been inserted.

- o

Mew Crder

\!}) The Order has been inserted,

Please Note: If you have system generated Order numbers this will be automatically populate at this

point. If you have Accession Numbers set, they will be populated on insertion of the Order Line.

6. Click the OK button —a prompt with the following message will display:

No Order Lines exist for the specified Order Header so a new Order Line will be created.

Does the new Order Line contain Stockitems?

-

Mew Line

-,

2

Mo COrder Lines exisk For the specified Order Header so a new Crder Line will be created, Does the new Order Line
contain Stockitems?

Mo | Cancel |

17. Click the No button — the Order Line screen will automatically display (if it doesn’t, select

XReferences > Order Lines from the Order Header menu)

18. Enter the details as required, including at least a Description, Order Qty and Unit Cost

(Discounts can be entered and automatically calculated)
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7 Order Line - STAFF at Chelsea Library ({Live DB v5.2)

BE] <

Main Application Orders Orderline  ¥References

F1 Clear | | F3 Update | | F5 Guery | F& Table | | | | |
Qrder Mo: | 551 Line Ma: |1_ Lib Group: Forex Code: | AUD
Supplier: |DYru1 | Dwmocks Bookshop

Forex Rate: 1.000

Summary: |Specia| iterns for Mr Tanner

Forex Diate: 20022011

ISBEN Cat Ref.

Farm: Stats:

ISSH FPub. Mo Order Gty |1 Recd Gty |0

Inved Gity: | 0
Description | Bookmarks TaxCode: [GST  TaxRate: [11000 ¥
) Unit Cost (inc Tax): ALS10.50
Digcaunt
£ 5 |00 % AUE10.50
Total Cost (inc Tax: AS10.40
Notes: Account; I FastReceive Mode Allocation:
12345 |PC
Supp Resp Financial ¥ear | 2008 Order Line Process: ,7
Lines - - ]
Accession Invoiced  Location Date Status Mates and Status ||
Reference () Ordered Supplier Status Crate
201100002 M CHELSEA (1040352011 [ ORDERED
Delete
Gluery
.v.

Crder Mo

19. Enter the Account and (if used) the Allocation fields (using . <TAB> will list the available
codes — double-click to select)

Select

Code
18200

Description ]
Canteen

Postage

Electricity

tionery

18300
19310 Telephone
18400 Wages & Salaries

20. CHECK that the Accounts and Costs are correct before Inserting the Order Line

21. Click the F2 Insert button when complete — a prompt with the following message will display:
The Order Line has been successfully created. Would you like to create another Order Line?

22. Proceed as usual until no more Order Lines are to be inserted
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Non-Stockitems Orders are RECEIVED and INVOICED in the same manner as Orders with Stockitems:

Invoice - Order Lines

F2 Insert ‘ |

Order Mo: a51

F5 GQuery
Line Mo: |1

Unit Price Cammitted: AUE10.60

Title: |Elnc|kmarks

Unit Price (Local): ALE10AD

Author: |

Discount on Order :

Mo an This Invaice :

Mo to Invoice: |1 Mo Already Invoiced: |0
Mo to Receive: | 0 Mo Already Received. |0
1

Total Mo of ltems:

Tax Code:

GET Tax Rate: | 1.1000
Unit Cost (ine Tax: AlIE0.00
Dizcount

f‘“$| fi“%|

v TaxInc.

ALIT0.00

Total Cost (ine Tax): ALIE0.00

Allocation: | po Motes:
Account: |13345
Lacation | Inved Date Status Motes Status |
YT Inwed Date
| CHELSEA % (100032011 { ORDERED
|

Method 2: Invoice without Order

Invoices can be entered without Orders first being created. As in the example below, a Library may
need to add Freight charges to an item invoice or use this feature for invoices for utilities or items

such as stationery.

1. Launch the Amlib client

2. Go to Main > Orders > OrderInvoice — the Order Invoice screen will display (alternatively,

you can use XReferences > Order Invoice from Order Header/Order Lines):

% Order Invoice - STAFF at Chelsea Library

=JOkd

Main  Application  Orders  Transactions XReferences Options

F1 Clear | I | ]

F5 Query J

| e fliro> [ Fio> |

Invoice No: || Invoice Date; Lib Group: |LIBRARY =

Forex Cost:

Supplier: | |

Supplier's Reference |

Farex {Iny): Forex Rate:

Forex Date:

Local Cost:
Status: -
Report Date:

Motes:

| |
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3. From the menu, select Transactions > New Invoice — the Order Invoice screen will go into

creation mode (the F2 Insert button will become bold)

4. Enter details in the top half of the screen for:

¢ Invoice No (taken from the actual invoice sent to you)

e Supplier (at this point some of the fields will automatically update — for example:

Forex rate)

5. Click the F2 Insert button — a prompt with the following message will display:

The Invoice has been inserted.

L =

Mew Invoice

\11) The Invaice has been inserted,

6. Click the OK button

%t Order Invoice - STAFF at Chelsea Library

BE

Main  Application  Orders  Transactions XReferences  Options

Fi Clear | | F3vpdate | Fapelete | F5 uery | F6 Table | | | | |
Invaice Mo: | 1111986 Invoice Date: | 10/03/2011 Lib Graup: |LIBRARY < Forex Cost: ALIS0.00
Supplier: |DYru1 |Dvmucks Bookshop Local Cost; ALIG0.00

Supplier's Reference |

Farex {lnvy. | ALID Forex Rate: | 1.0000 Faorex Date: 200212011

Motes:

Add Other... ‘ ‘ |

Status: PEMDIMNG
Report Date;

STAFF
10/3:2011

Imvoice Order ‘

7. Click the Add Other button — the Invoice — Other Charge screen will display:

Invoice - Other Charge

F2 Insert | | F5 Query

Description: | Freight and Handling Charges

Tax Code: GET Tax Rate: | 1.1000

v Taw Inclusive

Total Cost (ine tax): AUS15.00

Account | 48100 Allocation:

Motes:

8. Enter the Description and Tax Code, Total Cost, Account and Allocation (optional) details
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9. Click the F2 Insert button when complete — the finalised charge will display in the table at
the bottom of the order Invoice:

Add Order... ‘ Add Other... | Invoice Order

Iy Title/Description Invoice | Order Mo | Ord Imwoice Imwoice Recd Recd o~
L Qty L Unit Cost Total Cost Gty

{Freight and Handling Charges

1. When you wish to finalise the Invoice, and transfer the Committals to Actual expenditure,
the Status of the Invoice can be altered from PENDING to INVOICED: from the menu, select
Transactions > Set Status To Invoiced — a prompt with the following message will display:
Changing the Status to INVOICED will transfer all the Committals to Actuals. Continue?

Fa )

Set Invoice

H_?"/ Changing the Status ko INWOICED will transfer all the Committals to Ackuals, Conkinue?

2. Click the Yes button — a prompt with the following message will display:
The Invoice Status has been changed to INVOICED.

fam o

Set Invoice

L]
\!}) The Invoice Status has been changed to INWCICED,

3. Click the OK button
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Credit (Expense) Adjustments

The Add Other button can also be used as a simple way of making Credit (and Debit) adjustments to
the Budget Actual (or Expense) values. This can be particularly helpful where an overpayment of
some kind has occurred or an item already INVOICED within the system is provided at a discount. It
can even be used to cancel out the effect of an incorrectly (or inadvertently) entered Invoice

amount.

e Create an invoice using the instructions outlined in Method 2: Invoice without Order above

e Credit adjustment amounts need be entered as a negative amount — for example: -15 for a
$15 discount

e The Total Cost field will display the number in brackets — for example: (15.00)

e We advise using the Notes field to explain the Credit adjustment for later reference

Invoice - Other Charge

F2 Insert | | F5 Query

Diescription: |O\rerchargeAdjustment

Tax Code: Tax Rate: | 1.0000
v TaxInclusive
Total Cost {inc Tax): (ALEAT.00)

Account | ANF Allocation: | 55|

Motes: Moticed in Supplier staterment after payment. Have been
re-imbursed with the money from Dymoaocks
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ORDERS WITHOUT FINANCIALS

It is possible to configure the Supervisor settings, so as to allow ordering to occur without having a
Budget attached. You will able to place orders normally within the system (and have them display in
the Stockitem module and on the NetOpacs as being ON ORDER).

You will not be required to assign an Account code when creating an Order, nor will any invoicing
take place. This option does not allow Invoicing as Invoicing is only possible with the automatic
linking of the Financials with the Orders.

1. Launch the Amlib client

2. Go to Main > Supervisor > Installation — the [nstallation screen will display

3. Select the Other tab:

g Installation - STAFF at Chelsea Library E]

Main  LibraryMenu  Installation

F3 Save F5 Query

Al ‘ Borrower | Catalogue ‘ Qirculation| Stockitem System | Other

DEFAULT
Description Yalue ad
An operator must change their password after 3535 days 365
Apply security to all Saved Files (YT Y
Catalogue tag no. to populate order notes from 500
Create an audit for all Authorities (YIN) A
Create an audit for all Borrowers (Yik) A
Create an auditfor all Issues prompted with messages (¥ A

Create an audit for all Stockiterns Yik) A
Create Order Financia utormatically, (hi) ally { h LA
CurrentWersion of the Amlib Software 5.20
Cefault Periodicals copy listing view (8311 copies ar (Mot received

Defaultto the last X34 days when displaying issues audit

E-mail Attachment Path CihATestingEmailattachy

E-mail Maximum Attachment Size (kh) 100000

E-mails are sent using the following methad: (MAPTar {hntarnal or (SYMTP 5

Location is Valid for Haldings w

4. Scroll down and adjust the following setting:

e Create order financials (A)utomatically, (M)anually or (D)isable — the Value column
needs to be setto D

5. Click the F3 Save button when complete

6. Exit and restart the Amlib client for these changes to take effect

Please Note: Automatic Order can still be used without a Financial Year being set up as you do not
need an Account to place the order.

SEARCHING
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Order Header

e The standard configuration of the Order Header screen is as a search screen. Search data can

be entered into any of the active fields (with white backgrounds) and the F5 Query button

used to initiate a search — if multiple results are found the results will display in a table

e The Status of an Order Header may also be used: select ORDERED, PENDING, INVOICED or
STANDING from the Status drop-down box and the F5 Query button used to initiate the
search — multiple results will then be displayed in a table

e ltis possible to search ALL Order Headers by clearing the screen using the F1 Clear button

and clicking the F5 Query button (with no search data entered in any field) —a complete

listing of Order Headers will then be displayed in a table

There are also a number of Query options available from the Transactions menu:

e Query By Accession: Search by Order Accession No

e Query + NoFinancial: Displays Orders where no Account Code is used — for example:

orders that are not linked to Budget

e Query + OverDue: The Order is overdue (the Date Expected has passed)

e Query + Outstanding: Displays Orders where the quantity RECEIVED is less than the

ORDERED (and the Date Expected has passed)

e Query + Received: Displays Orders where the Order Lines have had items RECEIVED

e Query + Paid: Displays Orders where the Order Lines have been INVOICED

e Query + NotPaid: Displays Orders where the Order Lines have not been INVOICED

e Query + Placed: Displays Orders placed after the date entered in the Date Placed field —
this will find all the Orders placed beyond this date

e Query + Printed: Displays all orders where a Printed Date has been set

e Query + NotPrinted: Displays Orders where a Printed Date has not been set

Order Header Table Results

7 Order Header - 79 rows @
Main Table xReferences
Order Summary Suppliar Date Status -~
MNumber Placed
4545 Austrian items WWH 29/0452004 IMNWOICED
a9z Spanish item WWH 29/0452004 IMNWOICED
22351875 iThe camel's lament: a poem [ by Charles Edward Carryl ; illustr AL 240412008 FPEMDIMNG
2242698%  iLate, late in the evening ! Gladys Mitchell. AL 24/04/2009 ORCERED

e Red indicates that the Order Header still has a Status of PENDING

Order Lines

Once the Header is found, access the Order Line details by:
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e Selecting XReferences > Order Lines from the menu to display ALL Order Lines

e Double-clicking the required Order Line in the table at the bottom of the Order Header
screen

e Alternatively, highlight the required Order Line in the table at the bottom of the Order
Header screen and select XReferences > Selected Line Details from the menu to display the
Order Line for the selected item

e Search the Order Lines screen directly, by selecting Main > Orders > OrderSearch — this will
display the Order Lines screen, enabling the user to enter search data in any of the active
(white background) fields and initiate a search using the F5 Query button — if multiple results
are found the results will display in a table

£ Order Line - STAFF at Chelsea Library (=)
Main  Application  Orders  Orderline  #References
F1 Clear | | | | F5 CQuery | | | | |
Qrder Mo; Line Mo: Lib Group: LIBRARY - Forex Code:
Supplier: | | Forex Rate:
Summary; | Faorex Date:
ISBM CatRef. Form: Stats:
IS5N Pub. No: Order Oty Recd Oty Inwed Gty
Title Tax Code: Tax Rate: v TaxInclusive
Authar
Fublisher . ~ Unit Cost (inc Tax:
Series/SBN Discount:-= | & o |
Subject
Call Total Cost {ine Tax):
Notes: Accaount I Fast Receive Mode Allocation:
Supp Resp Financial Year l—Ll Order Line Prncess:l—L|

Financial Transactions

e The standard configuration of the Financial Transactions screen is as a search screen. Search
data can be entered into any of the active fields (with white backgrounds) and the F5 Query

button used to initiate a search — if multiple results are found the results will display in a
table
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Stockitems

e The standard configuration of the Stockitem screen is as a search screen. Search data can be
entered into any of the active fields (with white backgrounds) and the F5 Query button used
to initiate a search — if multiple results are found the results will display in a table (items ON
ORDER will appear grey):

& Stockitem List - 20 rows @
Main Table ¥References File
Seq Title Author Call Mo Series Form Stats (On| On Rsw | Due |Perm | Process | Process Date Edit:d\:
Los Crd Back | Loc =
1| Calm lakes Wirton, Tim, 1960- §F Wi Bk PAMF M i EAS HMPROCESE!Z7 Aug 2009 2DDE. .
2 | The door inthe lake § Mancy B: Butts, Mancy, 19554 JF BUT Bk JF [ WES 1990
3 | Environmental policymaking in Tzoumis, Kelly. SES.T0SE09E Poltics and poCD D [ E&Z WITHDRAWN 12 Moy 2007 200°

e The text in the Stockitem record will also appear grey until the item is RECEIVED:

'@ Stockitem - STAFF at Eastville U]

Main  Application Item XReferences File

FiClear | F2insert | FiUpdate| FaDelete | F5ouery | F6Table | | |

Query Via
T Item © Cat ™ Heyword | Any

Previous Queries j ﬂ ﬂ ﬂ J

Item No |0RDERI]I]I]24I351B| Cat Ref No 18212

Title| Calm lakes
Author| Winton, Tim, 1960-
Subject| Mystery and suspense stories.

Series 2009

Publ. Details| Sydney : Fenguin, 2009.

Call Number| F WIN ANF BK

Description Convert Val |
Location
Perm |EAS Temp |EAS Floor | Origin/Source
For L(m Y Loan Type Opac? |Y Alert |Y  Process |INPROCESS [27/08/2009
Received ﬂ ﬂ Accessioned Current Cost  |35.00
Group |LIB
ILL Library: ILL Ren: ILL Due: ITEMTYPE: N MEMOS: 0
Cnloan W Due OonoOrder Y Res1 Seq Set ?Size
1 1 400
Last Modified  27/082009 8:36:47 AM hy STAFF Issues 0
Further description of itemn max 100 chars CAPS UM
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Where Search

Orders can be searched via a Stockitem Where Search.

1.

2.

Launch the Amlib client

Go to Main > Stockltems > StockitemWhere — the Stockitem Where Search screen will

display:

ﬁi Stockitem Where Search - STAFF at Brennan Resource Centre D E]

Main

Application

FiClear | F2insert

FaSelect | F5Query | F6Count | F7atoFile| F8order

] Choose Search Column

2 Choose Operator

Current Cost -
ILL Library

ILL Ren

ILL Due

ITEM TYPE

On Loan

Bor Name

Bor Barcode

Issue Location

Issue Date Issued

Issue Date Due Back

On Order

Res

LastChanged A

" LIKE
v =

~ LIKE "IN !
™~
<

" = " »

3 Type the Where Condition and Press Paste
OR Press Special

v
Special

Query Description:

Column
On Order |

Operator Where }

Delete
s

e

B
[ o

In this example, we want to find all Stockitems on Order:

1.

Choose Search Column: On Order

Choose Operator: =

Type the Where Condition: Y

Click on the Paste button

Select F5 Query to bring up a list of search results, F6 Count to count the number of
matching items, or F7 QtoFile to save the search results list to a Saved File

The Where Search can be saved by clicking theF2 Insert button and a Description being entered.

Similarly, previously saved searches can be accessed by clicking on the F4 Select button.
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ARCHIVING OLD ORDERS/INVOICES

The Orders system automatically retains all Orders and Invoices. However, it is possible to
periodically delete (and archive) old Orders and Invoices.

Please Note: A completed Order is defined as having all Order Lines RECEIVED and INVOICED (or
CANCELLED).

1. Launch the Amlib client

2. Go to Main > Orders > OrderHeader — the Order Header screen will display

3. From the menu, select Orders > Order Archive — the Delete/Archive Orders screen will
display:

=] Delete/Archive Orders - STAFF at Chelsea Library E]
Main  Application

F1 Clear

1. Choose the Library Group: LIBRARY -]

2. Enter date for completed Orders to be deleted up to :

3. Optionally select a file to archive the deleted Orders :

| [savens |

4. Press the 'F3 Start' button to start the Delete/Archive Process.

Please Note: It is possible to use Group Security to create separate Finance groups — if Group
Security is in effect, then the user should ensure that the correct group is being deleted/archived!

4. Enter the following details:

1. Choose the Library Group: — for example: LIBRARY (defaults to the Group of the
Login user)

2. Enter date for completed Orders to be deleted up to: (in DD/MM/YYYY format) — for
example: 31/12/2010 (this will delete all orders and invoices PRIOR to and including
this date)

3. Optionally select a file to archive the deleted invoices: (this allows you to archive the
invoices being deleted)

i. Click mouse in empty field — the Save As... button will become active

ii. Click the Save As... button —the Order Archive — Save As screen will display:
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Order Archive - Save As...

/X

Save jn: | I3 Order Archive j o = E-
1 i) 2007 orders, csv

"T‘—_h]ggﬂﬁorders.csy
My Recent 3
Documents

Desktop

G

\$

ty Documents

-
by Computer
S |
ty Metwark  File name: |2D1 Oorders.cay j Save
Places
Save as bype: | CSV [*cav) j Cancel

iii. Navigate to the folder in which you wish to save the archive file

iv. Type in a File name: and click on the Save button

4. Press the F3 Start button to start the Delete/Archive Process:

Delete/Archive Orders - STAFF at Chelsea Library

Main  Application

F1 Clear F3 Start

1. Choose the Library Group: LIBRARY

2. Enter date for completed Orders to be deleted up to :

3. Optionally select a file to archive the deleted Orders :

[

10032011

C:\Orders Archive'20100rders.csv

4. Pressthe 'F3 Start’ button to start the Delete/Archive Process.

5. A prompt with the following prompt will display:
Delete All completed Orders up to DD/MM/YYYY ?

Save As...

Delete Orders

P

\_.J/I Celete All completed Orders up ko 31/12/2010 7

6. Click the Yes button —a prompt with the following message will display:

XXX Orders prior to DD/MM/YYYY have been deleted.
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-,

Order Delete

-
y 201 Orders prior bo 31/12/2010 have been deleted.

7. Click the OK button

The Deletion/Archive process is now complete. A list of the deleted Orders can be accessed in the
saved archive .CSV file (if set up).
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FINANIAL TRANSACTION (MANUAL BUDGET ADJUSTMENTS)

This facility is mainly used to search for existing Orders and Invoices using the F5 Query button.

7 Financial Transaction List - 2 rows @
Main  Application  Table
Trans Statu Repea Rpt until | Account Allocation Oty Cost Ualue Committed |+

Type

ESQH.BB $BBB

ORD ‘AF iss i1 i$35.00 i$6.00 35.04

However, it is also possible to make adjustments to the Budget, Committed and Actual amounts
appearing in the Budget itself, with the adjustments being made on the Account level.

This is useful if the amounts reflected in the Budget are incorrect, perhaps as the result of an error in
the invoiced amount entered or an item being returned after being invoiced.

Sometimes the Budget will need adjusting simply because “fake” items have been ordered and
invoiced as part of a training or test exercise!

What is the difference between a Budget, Committed and Actual Amount?

e Budget Amount: is the total ALLOWABLE expenditure assigned to a particular Account Code
(in the Budget this is reflected in the Current Budget column)

o Committed Amount: is the amount on the Order PRIOR to invoicing (in the Budget the totals
are reflected in the Current Commitment column)

e Actual Amount: is the amount ACTUALLY invoiced (in the Budget the totals are reflected in
the Current Actual column). It is also known as an Expense

Account Group Budgets - STAFF at Chelsea Library E]
Main  Application  Funds

F2 Modify| F3 Save F5 Guery| Fé Print

Total Budget for 2009: $244,000.00 Lib Group: LIBRARY
Code Accaounts M ew Current Current Current ~
Budget Budget Actual Committed

A0 Adminiztration B0.000.00:  50,000.00 Q.00 0.00
BOOK Book material 20,00000:  20,000.00 000 000
KO BOOE. Man Baok material 3000000 30,000.00 000 000
A5H Chelzea Branch 75.000.00; ¥5,000.00 21351 401.32
A5H Chelzea Branch 110,000.00¢ 110,000.00 0.0a 0.00
BY Book Yate F9.000.00¢  53,000.00 21351 401.32

BEK Books LERENN] ne pp i n ) . Tou

10010 Adult Fiction L 45000008 45,000.00; =
10020 Adult Man Fiction 10,0000 oo g mog mog

10020 Picture Story Book, n0.on 0.on .00 .00
10040 Junior Fiction 0.00 0.00 15200 13479
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Adjust a Budget/Committed/Actual (Expense) Amount

If an Order has had one or more Order Lines already invoiced, then it will not be possible to adjust
the committed amount within the Order itself. The user will need to manually adjust the committed
amount recorded against the Account code used in the Order Line. Similarly, if the invoiced amount
is incorrect then it cannot be adjusted once the Invoice is set to INVOICED.

Please Note: It is possible to adjust these amounts using other methods within the system:

e Committal amounts on an actual Order can be adjusted any time prior to the Order being
INVOICED — see Modifying an Order Header or Order Line for further information

e Actual (or Expense) amounts can be adjusted using the Add Other button in the Invoicing
system — see Credit (Expense) Adjustments for further information

e Users wishing to make a Budget Adjustment may prefer to modify the Amounts within the
Budget itself — see: Modify Existing Budget for further information

1. Launch the Amlib client

2. Go to Main > Finance > FundsFinance — the Financial Transactions screen will display:

## Financial Transactions - STAFF at Chelsea Library E]
Main  Application Funds  Transactions XReferences

Ficewr | 2o | | || | |
Trans Type: ’— | Lib Group: |LIBRARY < Account Totals
Trans Date: | <|=[5] Financialvear: [ <[> Acual |
Account: | | Committed: ’7
Allocation: | | Budget |

Forex Code; ’— Forex Rate: Ii Forex Date: ’7 Transaction Total
Quantity: | Actual;
Farex Unit Cost: ’7 Tatal Cost: ’7 Committed: ’7
Lacal Unit Cost: ’7 Budget: ’7

Transaction Descriptiony Comments

Opet:

External Ref1 External Ref 2 Location Status

| | | |

Amlib Ref 1 Amlib Ref 2 Amlib Ref 3

| LM

3. From the menu, select Transactions > New Transaction — the screen will go into creation
mode (the F2 Insert button will become active, and the Trans Date and Location fields will be
populated)
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Please Note: Most of the fields in the Financial Transactions screen have a Select table of
Codes/Types attached, which can be displayed by entering in .<Tab> in the relevant field.

Select a code/type by double-clicking (or select and <Enter>).

4. Enter the following details:

a. Trans Type field: select COM — Commitment Adjustmnt (to adjust the Committal
amount), EXP — Expense Adjustment (to adjust the Actual amount) or BUD — Budget
Adjustment (to adjust the Budget amount)

Select
Code Description i |
BUD Budget Adjustment
COomM Cammitment Adjustmnt
{ Expense Adjustment
1M Income Entry
MG Invoice wino Order
Iy Autornatic Invaice
ORD Autarmatic Qrder

b. Lib Group —for example: LIBRARY

c. Account—for example: 10010 — Adult Fiction

Select
Code Description ]
10010 :Adult Fiction
10020 Adult Maon Fiction
10030 Picture Story Book
10040 Junior Fiction
10050 Music Cassette
10151 Art

d. Allocation (Optional)
e. Forex Code — for example: AUS

f. Quantity

g. The Forex Unit Cost or a Total Cost (if the latter is entered, the Forex Unit Cost will
be adjusted based on the Quantity already entered)

Please Note: If the adjustment amount is being subtracted from the amount already
transacted then it needs to be entered as a negative value with a —typed in front of
the amount entered — for example: —44.00. The amount will then display in
brackets: (AU$44.00).

h. Transaction Description/Comments — for example: Order Adjustment for incorrect
amount for Nov 2009 Order

i. Location (Committal/Actual (Expense) adjustments only)
j-  Supplier (Committal/ Actual (Expense) adjustments only)

k. Invoice Number (Actual (Expense) adjustments only)

Last Updated: 21 August 2013
Page 123



Finance and Orders Manual

I.  Order Number (Committal/ Actual (Expense) adjustments only)

m. Order Line (Committal/ Actual (Expense) adjustments only)

il Financial Transactions - STAFF at Chelsea Library E]

Main  Application Funds  Transactions XReferences

FiClear | F2insert | | | ‘ F5 Query | | | | | | |

Trans Type: ’W |Expense Adjustment Lib Graup: IW' Account Totals

Trans Date: ’m ﬂﬂ Financial Year; ’W ﬂgﬂ Actual: ’m
Accaunt: |1EID1EI |Adult Fiction Comrmitted: ’W
Person: | PC | Peter Costelln Budget | AUS45,000.00

Faorex Code: ALD Forex Rate: IW Forex Date: ]M Transaction Total
Quartity: E Actual: (ALIS44 01
Forex Lnit Cost: ’W Total Cost ’m Committed; ’w
LocalUnitCost | (AUS14.67) Budgat: | AusOO0

Transaction Description ¥ Comments

Oper:
| Imvoice Adjustment for incorrect amount for Moy 2008 Order "
Supplier Invoice Mumber Location Status
| DYMOCKS | BEBEFFA | CHELSEA [
Order Mumber Order Line Additional Ref
471 |2 |
Armlib reference 3 | MLIN

5. Click the F2 Insert button when complete — the following prompt will display: The financial
record has been Inserted.

e o

Insert

y The financial record has been Inserted,

The adjustment has been completed.
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The Account Code in the Budget will then be modified accordingly. In the following example, Account
Code 10010 (Adult Fiction) has had the Current Actual amount altered from 52.42 to 8.41.

Account Group Budgets - STAFF at Chelsea Library

]S

Main  Application  Funds

F2 Modify| F3 Save

F5 Guery| F6 Print

Total Budget for 2009: $244,000.00 Lib Group: LIBRARY
Code Accounts Mew Current Current Current [l
Budget Budget Actual Committed

ALK Adrniniztration B0,000.00:  50,000.00 000 000
BOOK Baaok material 2000000 20,000.00 000 000
KOM BOOE, Mon Book material 30,000,008 30,000.00 0.00 0.00
A5H Chelzea Branch 75,000,007  ¥5,000.00 21351 35732
A5H Chelzea Branch 110,000.00¢ 110.000.00 0.00 0.00
By Book Yaote R9,000.00:  53,000.00 21351 357.32

BBE.
10010

Books
Adult Fiction

T4,

336.41
201.62

Adult Mon Fiction
10030 Ficture Story Book 0.o0 0.o0 0.oo 0.oo
10040 Junior Fiction 0.00 0.00 152.00 13479
N2
Account Group Budeets - STAFF at Chelsea Library E]
Main  Application  Funds
F2 Modify| F3 Save F5 Query| F& Print
Total Budget for 2009: $244,000.00 Lib Group: LIBRARY
Code Accounts e Current Current Current -~
Budget Budget Actual Carnmitted

A0 Adminiztration 50,000.00¢ 50,000.00 0.00 0.00
BOOK Book material 2000000 20,000.00 0.00 0.00
KON BOOK, Man Baok material 3000000 30,000.00 000 000
A5H Chelzea Branch 75,000,007 ¥5,000.00 169.50 35732
A5H Chelzea Branch 110,000.00¢ 110,000.00 0.00 0.00
By Bock Yate RS,000.00;  59,000.00 169,60 35732
BEK Books 55 1] 16041 33641
10010 a
10020 Adult Mon Fiction 10,000.00% 10,00 T 0.0o
10030 Ficture Stary Boak 0.00 0.00 0.00 0.00
10040 Junior Fiction 0.00 0.00 152,00 134.79
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REPORTS

Financial Reports

Many reports already exist for printing in relation to Budgets:

1. Launch the Amlib client

2. Go to Main > Reports > RepFinancial — the Financial Reports screen will display

Budget Summary Listing

e &FINBUDG.QRP - Details Accounts and the Actual, Budget and Committed Expenditure:

Account Budget Analvsis - Account Budget Analvsis
Efintudggp 260852003

Year: 2003 Actual Comrmitt

Ashfield Branch $119.96 $325.9

Book Vote $39.09 $271.

Books $19.09 $253.

A clt fichion (100 104) $0.00 to

A clt non fiction {100204) $0.00 0]

Adult Non Fiction (10020% fo.on $147

Junior Fiction (10040) F0.00 £13

Picture Story Book (10030) $0.00 527

Music $20.00 $18.

Accounts Listing
e &FINACCT.QRP - Lists the Account codes and Descriptions:
Efinacct.grp
Account Listing
Account Number  Account Description Type Groupl Group !

10030 Picture Story Book E ASH BV
10040 Junior Fiction E ASH BV
10050 Music Cassette E ASH BV
10210 usic CD E ASH BV
10220 Junior Cassette E ASH BV
10230 Junior Music CD E ASH BV
40010 Aochilt Fiction E HAT BV
40020 Acult Mon Fiction E HAT. BV
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Allocation Listing

e &FINALL.QRP - Lists the Allocation codes and Descriptions:

&finall qrp 1/07/2004
Allocation Listing
Allocation
ME Melinda Basile
JD Jacyuie Dykshra
Js Judy Still
General Ledger Listing
e &FINGLC.QRP - Lists the General Ledger codes and Descriptions:
Efingle.grp 1/07/2004
General Ledger Code Listing
CODE
ASH & shfield Branich 1
BY EBook Vate 2
BMU Mlusic 3
BEE Books 3

Transaction details by Account

o &FINTRAN.QRP - Lists the transactions for parameters set. In the example below
transactions of Budget transactions are displayed for each account.

Efintran. grp

Selected Transactions Report - Account Sequence

10010 Adult Fiction
Trans Type / Description .........

BEUD 08-03-2003
Adustment

Amlih Ref 1

Amlib Ref2:

Amlih Ref 3

ETD 24-07-2003

budget transfer
Aumlih Ref 1:
Aumlih Ref 2:
Amlib Ref 3

Qty
1

External Ref 1:
External Ref 2:

1

External Ref 1:
External Ref 2:

Cost Value
1,000.00 £0.00
483.00 £0.00
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Transaction Type Summary

e &FINSUMM.QRP - Brief summary of transactions carried out — for example: Total of

Invoices, Orders etc. Listed by Account:

Efinsumm. grp

Selected Transactions Report - Account Sequence with Trans Type Summary

26/08,/2003

10010 Adult Fiction
Transaction Type Value Budget Committed
EUD TOTAL: 0.00 1,483.00 0.00
Iy TOTAL: 15.09 0.00 0.00
CED TOTAL: 0.00 0.00 6051
Account Totals: 19.09 1,483.00 6081
Ledger Listing
e &FINLEDG.QRP - Ledger details by Account:
5d 1 Led Repurt Actual Eudgec Comm coe]
2slwh Bvask 000 £TLEk 00 T
EaslVor T 00 I 40600 fmm
Bk 000 LSRR ] $717
Junior Ficcion (100407 000 2536 00 k)
Trans Type | eisrption ey Cast Vahie Eudgec Comm coed
QED 01-07-2004 + 1212 L] 0.0a TiT
Hs g/ B Gl CigJopn, Eiob Cankarbry, A0, Five 10k
Pt .
Feccount Transactien Totak 40 00 40 00 fmm
Currency Listing
e &FINCURR.QRP - List of currency codes used:
Efincur.grp 1/07/2004
Cwrency Listing
CODE
ATTE Australian § 01-01-199% 1.0000
ENP English Pound 01-01-1998 1.5500
TaED United States § 01-01-199% 1.3500

Order Reports
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Many reports already exist for printing in relation to Budgets. These can be modified to suit your
library in Report Writer (RepWin30.exe).

1. Launch the Amlib client

2. Go to Main > Reports > RepOrders — the Orders Reports screen will display
Purchase Order
e &ORDPRT.QRP - Print Purchase Order Form inc TAX:
The Where Statement would include either:

e Order Number =
e Order Date Placed = Current Date

e Order Date Printed IS NULL (must run via Scheduler)

Library Administration
2399 Wellington Road

ROWHILLE WIC 3178

Ph: 03 9755 6200, Fax 03 9755 6200
Ernail: Ordersi@library. corm.au

PURCHASE ORDER

Order To: Dymocks Bookshop Crder Mo: 625
PO1263 COrder Date: 13072004
MELBOURNE
3001 Condition: NORM
CORDER DETAIL
Ling TitledAuthor (Description) ISBM ity Unit Cost GET Total Cost
1 Breaking out of food jail : How to free yourgelffrorn ORE4811936 4 AR 728 fa0.00

diets and problem eating, ance and farallJJ 7
Antonello, Jean

ORDER TOTAL $80.00
GST Included on Order: $7.28

Motes:

Purchase Order form GST

e &ORDGST.QRP - Print Order Form with GST listed separately:
The Where Statement would include either:

e Order Number =
e Order Date Placed = Current Date

e Order Date Printed IS NULL (must run via Scheduler)
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Order To: B.H. Walshe & Son Order Mao: E06
7 Lewis Street Order Date: 30/04/2003
Coburg
Yictoria 3058 Candition: MNORM
Line Title/Author (Description) ISBMN Qty Unit Cost GST Total Cost
1 Poets ofthe English language /7 Auden, W, H. 014015051 2 177 $4.36 $47.90
{Wystan Hugh), 1807-1873.
2 The case ofthe helmeted airman: a study of'WW. H. 0701117850 1 177 §2.18 $23.95
Auden's poetry. f Duchéne, Francois.
3 The enchaféd flood or, The romantic iconography of 0571136710 3 $159.95 $6.00 $h5.85
the sea /i Auden, W, H. dMystan Hugh), 1907-1973,
4 Poerms i/ Auden, W, H. (Added Author) (fystan 1 $9.09 $0.91 $10.00
Hughy, 1907-1973.
ORDER TOTAL $147.70
GST Included on Order: $13.45
Purchase Order form inc Tax
e &ORDFRM.QRP - Print Order Form including GST :
Order Ta: B.H. Walshe & Son Order Mo: 478
7 Lewis Strest Cirder Diate: 1/01,/1955
Coburg
“ictoria 3058 Condition:
Line  Title/Authar (Description] ISBM ity Unit Cost Total Cost
H A Time to Killf John Grisham § Grisham, John, 1 $12.00 $12.00
ORDER TOTAL inc Tax $12.00
The Where Statement would include either:
e Order Number =
e Order Date Placed = Current Date
e Order Date Printed IS NULL (must run via Scheduler)
Email Purchase Orders
e &OSEGST.QRP — Email Order Form with GST listed separately:
LIBERARY SERVICE - ELECTRONIC FURCHALSE ORDER
Address: Telephone:
Order To: Dymocks Bookshop Armidale Order MNa: BES
169 Beardy 3tcreet Armidale 2350 Crder Date: 10/05/2004
E-mail: luey@infovision. com. au
Notes:
Ln Title/huthor (Description) ISEN Qty Tnit Cost GST Total Cost
1 A Christmas sermon / by Robert Louis 4 §158.18 £7.28 $g0.00
Itevenson. / Stevenson, Robert
Louis, 1850-15894.
2 h pelican in the wilderness @ 1582431213 1 $11.77 £1.18 512.95
hermits, solitaries and recluses /
I=akel Colegate. / Colegate, Isshel.
3 i streestpar nemwed desire @ a play /[ 1 §18.18 5l.82 §z0.00
by Tennessee Williams / Williams,
Tennessee, 1911-1983
4 Acoidental death of an anarchist / 04131556109 1 $18.15 gl.82 $20.00
Darioc Fo ; adapted by Gavin Richards

Last Updated: 21 August 2013

Page 130



Finance and Orders Manual

e &OSEMAIL.QRP — Email Order Form inc GST:

LIBRARY 3JERVICE - ELECTRONIC PURCHASE CRDER
Address: Telephone:
Order To: Dymocks Bookshop Armidale Order No: BG5
169 EBeardy Street Armidale 2350 Order Date: 10/05/2004
E-mail: lucylinfovision.com.au
Notes:
Ln Title/iuthor ISEN oty Tnit Cost Total Cost
1 A Christmas sermon / by Rokbert Louis 4 $z20.00 $80.00
Stevenson. / Stevenson, Robert Louis,
1850-1594.
2 A pelican in the wilderness : hermits, 1582431213 1 $1z.95 $12.95
solitaries and recluses / Isshel
Colegate. / Colegate, I=sabel.

e Suppliers need to have an E-mail address and Use E-mail(Y/N) =Y (for Yes)
e The Where statement will include:

o Supplier Use Email (Y/N) =Y AND

o Supplier Email Address NOT NULL AND

o Order Date Printed IS NULL

Orders with Suppliers

e &O0SD100.QRP - List of Suppliers and associated orders, useful for listing outstanding orders
or as in the example slow delivery:

EOSD100.grp Orders (with Suppliers) - Details - Slow Delivery Report > 31 Days 10/08/2004
Supplier Order Summary

AUSLIB Tel. 0882784363
Auslib Press Pty Ltd Fax 0392784000
Email auslib@emailaddress. com.a
u
507 Organic gardening. GtyOrd: 200
Windram, Audrey. QtyRecd: 2.00
Ringwood, YVic. © Penguin Australia, 1937
507 Gardening outdoars. GtyOrd:  1.00
Crush, Margaret. OtyRecd: 1.00

Ringwood, Vic. : Penguin Australia, 1997

Summary of Orders

e &OON100.QRP - Summary and medium details of outstanding orders:

SO0 00.GrE Summary of orders - Orders not recieved summary 10/08/2004
Order Summary

516 Dymocks Bookshop
Finding Memo : a 3-D book / written by Laura Driscoll ; illustrated  QtyOrd: 1.00 Recd: 0.00
by the Disney Storybook Artists.
Drizcoll, Laura.
522 Dymocks Bookshop
A Taste of Honey:  Honey for Health, Beauty & Cookery: Recipes QityOrd: 3.00 Recd: 2.00
& Traditions / Jane Charlton and Ja
Chatltan, Jane

Orders No Suppliers — Details

e &00D100.QRP — List of outstanding orders without Supplier details
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Orders and Stockitems

e &O0OSI100.QRP - List of orders with item and location details.

S0SH 00 e Orders & Stockltems - stockitem details to daily orders 10082004
Order ltems
537 QtyOrd:  2.00 OtyRecd: 2.00
All Asian cookbook £ [by] Jacki Passmore.
Passmaore, Jacki.
Dee YWhy WWest, N.SW. . Ure Smith, 1978.
Temp ltern:  ORDEROO0O0OT285B Loch: SELBY
All Asian cookbook £ [by] Jacki Passmaore.
Passmaore, Jacki.
Dee YWhy West, .SV, Ure Smith, 1975,
Temp ltern:  ORDERO0O0O0O7293B Locn: SELBY
Suppliers List
e &O0SU100.QRP - List of Suppliers and contact details.
Supplier Invoice Header Invoice line
e &OSINV.QRP - List of Invoice details:
A0SINY rp Invoice Details - Invoices report 10/08/2004
Invoice No: 41253 Date: 12/07,/2002
Supplier; Dymocks Bookshop Status:  INVOICED
Total Cost: G600 Tax: 12.00
Motes:
Line Title/Description Order Mo. Ord Line Gty Total Tax
1 The cooking of China, by Emily Hahn and the edi 512 1 Bi5.00 6.00
2 “egetable cookery, the Chinese way / Ella-mei 512 2 1 55.00 5.00
3 Fraight 1 11.00 1.00

Notes: If this report is run through the Scheduler with Update Entity = Y, the Report Date (date
printed) will be populated in the Order Invoice record. This option will be very useful for sites who
need to print a report of Invoices processed for the relevant Accounts department but also need to

know that these reports have been generated.

£ Order Invoice - STAFF at Chelsea Library

Main  Application  Orders  Transactions XReferences  Options

Report Date

printed

e The F7 Where statement would include:

o Invoice Report Date IS NULL

F1 Clear | | F3 Update | F4 Delete | F5 Query | F6 Table | | | |

Invoice Mo: | 775RBE5ES] Invoice Date; | 2140272011 Lik Group: Forex Cost: [

Supplier: | D | Dymocks Bookshop Local Cost;
Supplier's Reference | Status;

Forex (nyy, | ALS Forex Rate: | 1.0000 Forex Date: | 20/02/2011 Report Date:

230202011
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Orders without Stockitems

e &ORWOSTK.QRP - Summary of orders without Stockitem details. A where statement should
include a Type of Non Stockitem:

S0rwesth orp Orders without stockitems - Non stockitem orders list 10/08/2004
Order Summary - Orders without Stockitems

519
ZD bulk buy GtyOrd: 10.00
Recd: 3.00
536
Warious CD's to be supplied as available OtyOrd: 30.00
Distribution between branches. Recd: 0.00
See list below for how many to each Library
Badges and Posters for staff. GtyOrd: 1.00
To be evenly distributed amongst the branches. Recd: 0.00

10 posters, 50 badges.

Order Claims Notice

e  &ORSICL.QRP - Order report to claim non-supplied orders

Order Claims Notice via Email

e &ORSIECL.QRP — Order report to claim non-supplied orders

&arsicl.grp Order ltems not received 24/06/2004
Supplier Contagious Magazine Date Placed 15/06/2004
Order No 521

According to our records the items shown below have not yet been supplied. Please check your records and let us
know what is happening with regard to these items.

Regards

Library Staff

Line 1 Asterix e il paiolo f Goscinny
Stock ltem No Location Current Status ~ Status Date Order Date Invoice Date
ORDERODO0S1 488 MONTROSE ORDERED 15/06/2004

Notes: When these reports are run via the Scheduler with Update Entity = Y (for Yes), this will
automatically update the Order Line’s Stock Line Status to CLAIMED.

This report can be used in conjunction with the Claim Code set in the Supplier table.
e Suppliers need to have an E-mail address and Use E-mail(Y/N) = Y (for Yes)
The F7 Where statement would include:

e Order Item Status = Ordered AND
e Order Date to Claim < (specific date or Current Date - ### Days)

e The &ORSICL.QRP would also include Supplier Use Email(Y/N) = N, while &ORSIECL.QRP
would include Supplier Use Email (Y/N) = Y and Supplier Email Address NOT NULL
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EDIFACT Order

e &OREDI.QRP - Email sent notice in EDIFACT code for supplier use .This report is to be only
used for Suppliers who support EDIFACT ordering.

Please Note: We strongly recommend consultation with Amlib Support staff before implementation
of EDI Ordering. Full details of implementation can be provided. It is VERY important for Libraries
who are thinking of implementing EDI Orders to consult with their Supplier beforehand. The Supplier
may support EDI orders and if so will give details of any specific requirements.

1. The Supplier Table has an option to add the Supplier email address for EDI orders. SAN and
EAN codes may need to be supplied by the Supplier

E-mail for [~ . Use EDI M
= |Jane.smlth@bennetts.cnm.au (YIN)

SAN(EDI) EAN(EDI) |

2. You must create a Borrower record for each Library Login Location as the Library address

details are used in the Report generated:

ff Borrower Details - STAFF at Chelsea Library g O
Main  Application  Borrower  XReferences  File
F1 Clear F2 Insert F5 Query
BarCode |U1i"63 Pin | Previous Queries j J J J J
=EE | A o ey L Given Name Middle Name
Surname |Ha|lam Branch Library | |
Title | Sex |— Balance: $0.00
BirthDate <|[=] 2] ¥ AlwaysShow
Type |B Group |ENG Class
Status |OK 03 9755 6200, 2/899 Wellington Road, Rowville
Location |CHELSEA
Business Phone 1D
Loan Memo
Refl | Ref? (e
Email | Use for Notices | 0 0
Mobile/Cell | Use Mobile/Cell for Notices | Lib. Group : LIBRARY
Enquiry Security Level (0099 ) l_
Joined At Maodified Seq Set ?Size
Reg Exp. Last Active hy 0 0 200

Title of Borroweer ie b, Mrs, Sir etc |

3. Once the orders have been created and are ready to be sent to the Supplier you will use a
specific Order Report - &OREDI.QRP. This report template must NOT be edited. The
information within this report has been standardised for all EDIFACT orders
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4. The F7 Where statement would include:

e Supplier Use EDI (Y/N) =Y AND

e Supplier EDI Email Address IS NOT NULL

5. This report would be then sent via the Scheduler, sending an Email to the Supplier with

relevant information for EDIFACT interface

Order Reports - Where

[Fsas

1 Choose Search Colurnn

| F5 Query

2 Choose Operator

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL

Supplier Code e

Supplier Mame O LKE € LkE £IN o
Supplier Fax No oo -

Supplier Lead Time

Supplier Email Address ~ e o= = s
Supplier Use Email k) b

| Paste
J Optional Multiple Brackets J M
i Colurnn Oper Where 1 -~
Supplier Use EDI (YN = N AMD
Supplier EDI Email Address i 15 MOT: MULL ARD
Order Printed Date: 15 (MLULL
Order Report to Check Current Status of Items
e &ORSI.QRP - Order Status Report
e &ORSIE.QRP — Order Status Report via Email
A possible F7 Where statement may include:
e Order Item Status IN or = (specify types of status) AND
e Supplier Code = (Specific Supplier code)
&arsi.qrp Order ltem Status 24/06/2004
Supplier Australian Book Review Date Placed 23/06/1995
Order No 489 Claim Date
Line 1 Collected Short Stories /Manning Clark
Stock ltem No Location Current Status  Status Date Order Date Invoice Date
ORDEROOOOS0S5E MONTROSE RECENED 23/06/1998 23/06/1995 23/06/1998
ORDEROOOOS09GE MONTROSE RECENED 2370651998 23/06/1998 23/06/1998

Order Report to Request Cancellation of Orders

e &ORSICA.QRP

Cancellation of Orders

e &ORSIECA.QRP - Cancellation of orders via email
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Lorsica.qrp Order Items cancelled 24/06/2004

Supplier Auslib Press Pty Ltd Date Placed 130272002

Order No 507

According to our records the items shown below have not yet been supplied. Please cancel our order for all of these
iterns.

Regards

Library Staff

Line 1 Organic gardening.

Stock Item No Location Current Status  Status Date COrder Date Invoice Date
ORDEROOO0S67 3B MONTROSE CLAIMED 21/07/2004 13/02/2002
ORDEROOO0S681B MONTROSE CLAIMED 21/07/2004 13/02/2002

When these reports are run via the Scheduler with Update Entity (Y/N) =Y (for Yes), this will
automatically update the Order Line Stock Lines Status to CANCELLED.

The F7 Where statement might include:
e Order Item Status = CLAIMED (as these items may have been previously claimed) AND
e Supplier Claim Code = (specific Code)

e You may like to include a specific Supplier and/or Order Claim Date

Order Letter to Accompany Items to be Returned to the Supplier

e &ORSIR.QRP - Returns Notice
e &ORSIER.QRP - Returns notice via email

When these reports are run via the Scheduler with Update Entity (Y/N) =Y (for Yes), this will
automatically update the Order Line Stock Lines Status to RETURNED.

A suitable Where statement may include a specific Supplier, Order number and Order Line or title.

Can also run with Update Entity (Y/N) = N (for No) as they can then be manually printed as
necessary.

The F7 Where statement might include:

e Order Item Status = RETURNED (this status having been manually placed against the Order
Line Stock Line previously)

Order ltems returned 24/06,2004

Supplier Dymocks Bookshop Date Placed 15/06/2004
Order No 521

Wye have returned the items shown below. Please ensure that your records are updated accordingly.
Regards

Library Staff

Line 1 The harem : an account of the insitution as it existed in the Palace of the Turkish Sultans with
ah

Stock Item No Location Current Status  Status Date COrder Date Invoice Date

ORDEROOOOG092E MONTROSE RETURMED 24,/06/2004 15/06/2004

Appendix A: Setting Up Finances by Library Group
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All Orders, Invoices, Budgets, Accounts, Account Groups, Transaction Types, Allocation codes,
Financial Transactions and Financial Years can be set up by Library Group. This allows a complete set
of order and financial data for each Library Group to be set up in a single Amlib installation.

Several Locations may be contained in the one Group or each Location may have its own Group.

View Existing Location/Library Group Settings

1. Launch the Amlib Client
2. Go to Main > Supervisor > Locations — the Locations table will display

3. Each Location will have a Library Group Code, Locnh Code and Location Description

g Locations - STAFF at Chelsea Library [Z]
Main  LibraryMenu
F1 Hew | F2 Insert F3 Save FdDelete | F5 Query F& Print FT HetWk F& Plans F9 Hours
Library Group Locn Location fad
Code Code Description
ITS BELMONTAITS  :Belmont ITS Dept
ITS CHELSEAITS  ChelseaITS Dept
LIBERARY BELMONT Belmont Library
LIBERARY CHELSEA Chelsea Library
LIBERARY HASTINGS Hastings Library
LIBERARY HOME Home Library Service
LIBERARY ILL Inter Library Loans
LIBERARY LIBRARY PROCE:Library Processing
LIBRARY MOBILE Mabile Library
LIBRARY STACK Stack
LIBRARY WEE Web
LIBRARY YR10 Year 10 Students
MUSICLIBRARY MUSIC Music Library
i J
|

In the example above, there are 3 Library Groups being shared by 13 Locations. All the Locations in
the LIBRARY group currently share the same Financials. However, we could create a scenario where
the Home Library Service and the Mobile Library are assigned to a separate Library Group.
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Create a New Library Group

1. From the menu, select LibraryMenu > Library Groups — the Library Groups table will display:

Hg Library Groups - STAFF at Chelsea Library E]

Main  LibraryMenu

F1 Hew | F2 Insert F3 Save FdDelete | F5 Query Fé Print

Library Return Status For a return of an item Allow Non Group Return -
Group If settoY - items returned that belongs to a locn If Setto N, Returns of items
at a group member will have within the current group for kems not belonging to
temp Locn set to this group name | Do you want a message ? group are disallowed
Unless Issued by a group meml
ITS Y Y N
LIERARY N Y Y
MUSICLIERARY Y Y Y

2. Click either the F1 New or F2 Insert button

Hg Library Groups - STAFF at Chelsea Library E]

Main  LibraryMenu

F1 Hew ‘ F2 Insert F3 Save FdDelete | F5 Query Fé Print

Library Return Status For a return of an item Allow Non Group Return
Group If setto Y - items returned that belongs to a locn If Set to N, Returns of items
at a group member will have within the current group for kems not belonging to
temp Locn set to this group name | Do you want a message ? agroup are disallowed
Unless Issuad by a group meml
=+ EXTERNAL N Y Y
ITS Y Y N
LIBRARY N Y Y
MUSICLIBRARY Y Y Y

3. Enter a new Library Group code (for example: EXTERNAL) and set the statuses for the Return

columns

4. Click the F3 Save button — a prompt with the following message will display:
A location with the code XXXXX has also been created.

=~

Library Groups

@ & location with the code EXTERMAL has also been created,

5. Click the OK button — the Locations table will display (a new Location will be setup using the

new Library Group parameters)
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%d Locations - STAFF at Chelsea Library

Main  Libraryienu

EXTERNAL

EXTERNAL

F1 Hew | F2 Insert F3 Sawe FdDelete | F5 Query Fé6 Print FT HetWk F& Plans F3 Hours
Library Group Locn Location -~
Code Code Description

ITs BELMONTATS  :Belmont ITS Dept
ITS CHELSEAITS  ChelseaITS Dept
LIBRARY BELMONT Belmont Library
LIBRARY CHELSEA Chelsea Library
LIERARY HASTINGS Hastings Library

6.

Locations to add them to the new Library Group

Either adjust the details on the new Location and/or alter the details on pre-existing

=3 Locations - STAFF at Chelsea Library E]
Main  LibraryMenu
F1 Hew | F2 Insert F3 Save F4Delete | F5 Query F& Print | FT HetWk | F&Plans | F9 Hours
Library Group Locn Location ]
Code Code Description
EXTERNAL EXTERNAL EXTERNAL
ITS BELMONT-ITS  Belmont ITS Dept
ITS CHELSEAITS  ChelseaITS Dept
LIBRARY BELMONT Belmont Library
LIERARY CHELSEA Chelsea Library
LIERARY HASTINGS Hastings Library
~" EXTERNAL HOME Home Library Service
LIBRARY ILL Inter Library Loans
LIBERARY LIBRARY PROCE:Library Processing
~' |EXTERNAL MOBILE Maohile Library
LIBRARY STACK Stack
LIBRARY WEEB Web
LIBRARY YR10 Year 10 Students
MUSICLIBRARY MUSIC Music Library

7. Click the F3 Save button

8. If the new Location is not required then it can be deleted by highlighting the Location and

marking it for deletion using the F4 Delete button

%4 Locations - STAFF at Chelsea Library

Main  LibraryMenu

| EXTERNAL

EXTERNAL

EXTERNAL
{HOME

{EXTERNAL
ome Library Senvice

F1 Hew | F2 Insert F3 Save FdDelete | F5 Query Fé Print FT HetWk F& Plans F3 Hours
Library Group Locn Location o
Code Code Description

EXTERNAL

{MOBILE

iMobile Library

9. Click the F3 Save button — a prompt with the following message will display:

At least 1 row is marked for deletion. Continue with Update?
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+ o

Update

H_?/ Ak least 1 row is marked For deletion, Continue with Update?

10. Click the Yes button

11. The Location will then be deleted
The setup is complete and the new Library Group can now have its own Budget set up.

Create Order Financials (Library Groups)

Please Note: It is necessary for all Locations within a Library Group to use the same Create Order
Financials: (A)utomatically, (M)annually or (D)isable setting.

If the settings are different for any of the Locations within a Group, a prompt with the following
message will display if you try to access the Finance module:

The setting of the order parameter — Create Order Financials — is not the same in all locations for
the group XXXX !

Correct this parameter in the supervisor > installation menu, Create Order Financials and check the
setting is the same for each location in the group.

This must be corrected before you can continue.

-

Order parameters

The setting For the order parameter - Create Order Financials - is not the same in all locations For the group EAST |
Correct this parameter in the supervisor > installation menu, Create Order Financials and check the setting is the
same for each location in the group,

This must be corrected before wou can continue.

e Information on adjusting the Create Order Financials: (A)utomatically, (M)anually or
(D)isable setting by Location can be found in the Installation: By Individual Location section
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Copy Financial Settings from Supervisor Group to Another Group

To assist in setting up Accounts, Account Groups, Transaction Types, and Financial Years in subsidiary
groups (other than Supervisor group), a function is provided to copy selected data from the
Supervisor group to the current Group.

1. From any Finance module screen, from the menu select Funds and then select any of the

option screens — for example: Transaction Types

=] Fund Transaction Types - STAFF at Chelsea Library [Z]

Main  Application  Funds

Fillew | F2Insert| F3Save | F4Delete| | F50uery| FéPrint | |

Lib Group: |LIBRARY -

Trans Transaction Type Must | Alloc MH OTY MH Cost MH  Value MH Ext MH Ext |~
Type Description Have Field | OTY | Field COS1 Field VALUE Field Ext Ref Ext Ref 2
Alloc, Head Head Head Head refl Head Ref2 Head

BUD  Budget N Person N Guantity N Unit Cost | Y Total N ExternaliN External
Adjustment

COM | Commitment N Person Y Quantity Y Unit Cost |Y Total Y Supplier N Invoice N
Adjustmnt

EXP | Expense N Person | Quantity Y Unit Cost |Y Total |N Supplier N Invoice N
Adjustment

Please Note: If the Library Group Supervisor has been chosen the F7 Copy button will be greyed out.

2. Select the Lib Group from the drop-down — for example: EXTERNAL

Fund Transaction Types - STAFF at Chelsea Library E]

Main  Application  Funds

F1 lew | F2 nsert| F3Save | F4pelete| | F5 Query| F6 Print | F7 (:opy|

Lib Group:

Trans Transaction Type Must | Alloc |[MH GTY MH Cost MH | Value MH Ext MH Ext |
Type Description Have | Field | QTY | Field [COS1 Field VALUE Field | Ext Ref Ext Ref2 |=|
Alloc.| Head Head Head Head | refl| Head |Ref2 Head

3. Click the F7 Copy button to bring up the Select table:

Select

Description

COm
EXP
ING

e No F7 Copy button? Then it may need to be enabled in the Username settings

4. Double-click the required selection and it will populate the table
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5. Repeat until all desired selections have been copied

=] Fund Transaction Types - STAFF at Chelsea Library E]
Main  Application  Funds

Fillew | F2insert| F3Save | FADelete| | F50uery| F6Print | F7Copy |

Lib Group: |EXTERNAL :J

'Tmns-Tmnsaction Type-Must- Alloc -MH- aTy -MH [ Cost [ MH -Value [ MH- Ext [ MH- Ext |~
Type Description Have Field | QGTY Field COS1 Field VALUE Field Ext Ref Ext Ref2

Alloc. Head Head Head Head refl| Head Ref2 Head
- ORD | Automatic Order [N Person Y Quantity Y Unit Cost | Y Total Y Supplier N Invoice N
- SUB | Subs Order Y ApprovedY Issue O Y Total CostY Cost Y Order N¢N Invoice N
Ly INV ﬁ:::;::ric N Person Y Quantity Y Unit Cost | Y Total |Y Supplier Y Inveice N

6. Click the F3 Save button when complete

What is the Supervisor Group?

The Supervisor Group is an Installation setting that determines which Library Group has authority to
administer Group Restrictions.

1. Launch the Amlib client
2. Got to Main > Supervisor > Installation — the Installation screen will display

3. Select the System tab

All | Borrower | Catalogue Circulation Stockitem | System Other
DEFAULT
Description “alue ad
Default search cache size 60
Default tag security level 1]
Dizallow financial changes once values entered and saved ]
Fixed Window offset position fromTop & Left { numeric inthe form TTT-LLL ) 120-080
Group Restrictions? {YIN) ]
Group Supervisor (LIBRARY

4. Scroll down to the Group Supervisor setting — the Library Group set up as the Group Supervisor is
listed in the Value column —in this example: LIBRARY

Please Note: If the Group Restrictions? (Y/N) setting is set to Y and Group Supervisor specified, all
other Locations will need permission set in the Library Group Permits table (LibraryMenu > Library
Group Permits) to enable them to perform tasks for items and borrowers belonging to other
locations. If permissions are not set, access to items and borrowers belonging to other locations will
be denied.

Appendix B: Setting Rolling Committals for the First Time when Previous
Budgets Exist
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Whether single financial year (committals not rolling) mode is in use or not is dependent on the

Current Financial Year setting in the Financial Years Records screen:

1. Launch the Amlib client

2. Go to Main > Finance > Budgets — the Budget Totals screen will display

3. From the menu, select Funds > Financial Years — the Financial Years Records screen will

display:

Financial Year Records - STAFF at Chelsea Library

L]k

Main  Application  Funds

F1 Hew | F2 Insert F3 Save | FdDelete F5 Query

Ezd

Lib Group: |LIBRAR‘|’

]

Current Financial year :

Year

2011
2010

Start of Year
Date

:01/01/2011

01/01/2010

End of Year
Date

i3/122011
31122010

W

data already entered

Note: Deleting a Financial year will delete all data relating to that year

Note: Changing a Financial year’s start and end dates will not recalculate

THLIRA

4. If the Budget is set NOT to roll Commitments then the Current Financial year setting will be

blank

This option can be implemented at any time in the Budget cycle. If you would like to start rolling

committals:

WARNING: ONCE IMPLEMENTED THIS OPTION CANNOT BE REVERSED!

1. Click the F3 Save button —a prompt with the following message will display:

Setting the current financial year will change Amlib to use single year fund accounts. All
orders and invoices will be processed against accounts for the current financial year and
the End of Year processing has to be run to transfer commitments to the new year. The
financial year will be updated on orders with outstanding commitments and the totals

calculated for each account will be checked. Are you sure you want to continue?
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Financial Year update

9P Setting the current financial vear will change Amlib to use single vear fund accounts. All arders and invoices will be processed
- against accounts For the current financial year and End OF Year processing has ko be run to transfer commitments to the new year.
The financial wear will be updated on orders with outstanding commitments and the kotals calculated For each account will be checked.

-
Are you sure wou wank ko continue ?

2. If the Yes button is clicked, a prompt with the following message will display:
Transfer the commitments from Accounts in past years to the accounts in YYYY. Are you

sure?

-

Financial Year Records - Mew Financial Year

:{1/ Transfer the commitments From the Accounts in past years to the accounts in 2010, Are you sure?

3. If the Yes button is clicked, a prompt with the following message will display:
The current Financial Year for the group LIBRARY is now set to YYYY
Log off and on all instances of Finance module to pick up the new financial year
parameter.

=,

Financial Year

1 The Current Financial Year For the group LIBRARY is now set to 2010
Log aff and an all instances of Finance module ko pick up the new financial vear parameter,

4. Click the OK button
5. Log out of the Financial module using Ctrl-L and then log back in before any Orders are

created
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Appendix C: User Permissions

As the ordering process is so closely tied to the Finance and Periodicals modules, certain Finance and
Orders-related user-specific permissions need to be enabled to allow users to complete orders.

Menu Security

1. Launch the Amlib client

2. Go to Main > Supervisor > UserNames — the User Names table will display

3. Highlight the User Name you would like to grant a permission to (for example: STAFF) and
click the F8 Choose button — the User Security screen will display

ViewingMenu | ActualMainMenu | CurrentUserMenu
Base b
Authorities 3
Borrowers 3
Catalogues k
Circulation 4

I | Finance 3 FinancialTransactions

Orders 3 FinAccount
Pericdical » FinAccGroups
Reports » FinTypes
Stocklterns k FinStdInl
EEPERR '  FinFFinance
Debt Collection Interface 3 Allocation Codes

4. From the menu, select ActualMainMenu > Finance > FinFFinance — Finance.FinFFFinance will

then display in the Menu Chosen box:

ViewingMenu  ActualMainMenu  CurrentUserbMenu

=
= ] _Give | GRS
Copy From.. | _Tite ) |G

5. Click the green - button (this will allow the user to access the Finance module)

6. From the menu, select ActualMainMenu > Orders > Orders — Periodical.Orders will then
display in the Menu Chosen box:

ViewingMenu  ActualMainMenu  CurrentUserbMenu
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7. Click the green - button (this will allow the user to access the Periodicals and Orders
modules)

8. Then click the green - button (this will allow the user to access the Orders-related
screens in the Orders module)

9. From the menu, select ActualMainMenu > Orders > OrderHeader — Periodical.OrderHeader
will then display in the Menu Chosen box:

ViewingMenu  ActualMainMenu  CurrentUserMenu

10. Click the green - button (this will allow the user to access the Order Header screen in the
Orders module)

11. Repeat steps 9 and 10 for the other Menu options you wish this User to be given — for
example:

e Suppliers (ActualMainMenu > Orders > Suppliers)
e New Order (ActualMainMenu > Orders > New Order)
e Order Lines (ActualMainMenu > Orders > Order Lines)

e Status to Ordered (ActualMainMenu > Orders > StatusToOrdered)

e Order Invoice (ActualMainMenu > Orders > Orderlnvoice)

12. You can then check the setting in the CurrentUserMenu to see if it has been ENABLED (it will
be bolded)

ViewingMenu  ActualMainMenu | CurrentUserMenu
Base
Authorities

Borrowers
Catalogues

Circulation

Finance
Orders AccessionMoSetUp
. Periodical OrderForms
Reports OrderGroup
Orders

OrderHeader

Stockltemns
Supervisor

Debt Collection Interface

* ¥ ¥ v ¥ ¥ ¥ ¥ w w v ¥

Orderlnveice

StatusToOrdered

Catalogue
Mew Order
Order Lines

RefreshFromCat

Suppliers
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Button Security

Once access to a particular screen has been granted (using the Give button), it may be necessary to
enable some of the buttons on that screen so as to allow the user to perform certain tasks (save,
delete, update, query, etc). The enabled (and therefore active/visible) buttons will be displayed in
green, the disabled (and therefore inactive/hidden) buttons are in red.

1. From the User Security screen menu, select ViewingMenu > Orders > OrderHeader — the
OrderHeader button security screen will display:

- "

- CrderHeader

CLEAR| INSERT| SAVE |4M44444

F3 F10
| NUM

2. Click on the red buttons to turn the buttons green (this will make them active/visible) — if you
want a user to access to a screen but not to certain functions, then click on a green button to
make it red (thereby disabling that functionality)

3. Once complete, close out of the button security screen by clicking on the red [ X ] in the top
right corner

4. Repeat for each Menu option to be provided — for example, Order Lines, Order Invoice, etc.

5. Once complete, close out of the User Security screen by clicking on the red [ X ] in the top
right corner

6. Exit and restart the Amlib client for the new permissions to take effect
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