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Line Items: How To...

Link an item to the catalog

You can link a line item on a selection list to a corresponding MARC record in the catalog.

The link to catalog option enables you to search for a matching record and link the line item to it. The
catalog record replaces the record originally used to create the line item. When Import Bibs and Copies is
used, the copies are attached to the linked record in the catalog.

1. Open a selection list or purchase order.
2. On the line item you would like to link, click link to catalog.

3. The Locate Bib Record search box will open in a new tab or window, depending on your browser
choices.

4. By default the search box contains the item's ISBN, title, and author. Adjust your search terms as
necessary.Use of a single search term is the most fruitful method of locating an existing bib record. You
should begin by deleting all search terms except the ISBN.

If you need to search by an uncommon term, such as TCN, delete all terms in the box and
write: Identifier|tcn:xxxx.

lidentifierlisbn: 9780679905271 title:Oh, the places youll go! / by Dr. Seuss. author:Seuw

identifierfisbn: 978067990527

5. Click Search.

6. If there are results, View MARC Select appears. Although they appear on the same line together, View
MARC and Select are two separate functions. View MARC allows you to view the MARC record that is your
search result; and Select allows you to link the record found with the line item.
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identifierfisbn: 0679905278

[View MARC| Select

If there are no results, you will return to the search screen.

7. Click View MARC to view the MARC record of your selection. Click Hide to hide the MARC record.

identifierlisbn: 0679905278 | Search
View MARC|[Selact | A
Hide
LDRO2812cam 22200625 a 4500
001 82942
003 GaAaGPL
005 20120803152052.0

008 89062851990 nyua | 000 1 eng

010 ta 89036892

035 1a (OColClocm20169007

040 1a DLC fbeng fc DLC Id BAKER 1d X¥4 Id BTCTA 1d YDXCP Id LET

Id CUS 1d SBM 1d MU3 Id OCLCQ 1d BDX 1d ZWZ

019 Ta 43889090 1a 49296123

020 ta 0670805273

020 fa 9780679805274

020 1a 0679905278 (lib. bdg. )

020 Ta 9780679905271 (ib. bdg.)

035 Ia (OColC)20169007 1z (OColCA3889090 fz (OCoLCMI296123

042 1a lcac

050 00 fa PZB.3.G276 1b Og 1990

050 1|4 1a PS3513.E2 1b O3B 1990

08204 1a[E] 1220

1001 Ia Seuss, Ic Dr. 10 (PINES)51337

24510 fa Oh, the places youll gol / fc by Dr Seuss

260 1a New York : 1b Random House, fc c1990.

300 fa 48] p. © Ibcol il ; fc 29 cm. W
$o Rai : ; i ifa: s S

8. If you are satisfied that the record is for the same item, click Select to link it to the record on the
selection list or purchase order.

9. The screen will reload and the line item will display with a catalog link.

The line item is now linked to the MARC record in the catalog. This is the record that the holdings will
attach to when you Load Bibs & Copies into the catalog.
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4 Line ltems

Oh, the places you'll go! ! by Dr. Seuss,
Seuss, 9TE06TI90527T1 ¢1990. Random House

= Ovrder ldentifier ISBN v  06T3305278 ¥
# 819 & worksheet | reguests

If you are activating an order and loading bibs and copies (by hitting Activate or
Actions—Load Bibs and Items) you <fc #ff0000>cannot</fc> have ANY line items that
say “link to catalog.” They must all show as “catalog.” If they do not your order will not
activate and/or all of your bibs and copies may not be loaded.

Back to top

Use the Line Item Worksheet

The Line Item Worksheet is designed to be a printable sheet that contains details about the line item,
including alerts, notes, number of holds, and distribution information. The system fills in the worksheet as
a line item goes through the acquisitions process. This worksheet can be placed in an item that is sent to
cataloging or processing.

1. Open a selection list or purchase order.

2. Click the worksheet link on the line item for which you would like to view the worksheet.

ALL THE TRUTH THAT'S IN ME .Julie Berry.
Berry, Julie. 9781624069178 Unabridged. 2013. Dreamscape Media, Llc, Midwest

Order Identifier I1ISBMN w | 9751624069178 =

]

#1069 | 0| — catalog | & worksheet | 2 161 | requests | view invoice(s) | claim policy: Damaged Replace | & Midwestft

3. The line item worksheet will appear.
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Go Back Reload Go Forward 'EDUT | Print Page

Lineitem Worksheet

= Return

Title: ALL THE TRUTH THAT'S IN ME Julie Berry.
Author: Berry, Julie.

Item Count: 2

Lineitem ID: 1068

Open Holds: 0

Lineitem Notes:

+ Fast Track
Branch | Barcode | CallNumber | Fund | Shelving Location | Recd. | Motes |
STATELIB-B | ACQGPLS229 | GPLSACQ229 GLSTA (2013) 2015-09-07T18:02:52-0400 | reading list
STATELIB-L | ACQGPLS228 GPLSACQ229 PLSTA (2013) 2015-09-07T18:02:52-0400 | replacement

4. The worksheet can be printed by clicking Print Page in the top right hand corner.
5. When you are finished, click Return to return to your selection list or purchase order.

Back to top

Add a copy to a line item

By default, line items have no copies attached to them. If a default for the number of copies has been
specified for the provider in the provider record, then when line items are added to a purchase order
the default number of copies is automatically added to each line item.

If you use the 962 holdings tag with your MARC imports to include quantity, you may also
start out with copy quantities.

You are able to add copies to line items on a selection list or a purchase order that has a Pending status.
[0 Copies should never be added once a purchase order has been activated.

You can see how many copies are assigned on a line item via the Copies link.
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EStmated
Price

Expand @ tesi) Actions v | Racaived 28 95

Copies can be added to line items in two ways:

Expand All Items Motes Actions Status

¢ Via the Line Item Batch Updater on a purchase order
« Via the Copies link on a selection list or purchase order

The method that you use to add copies will depend on what you're trying to do with the items.
Use the batch updater when:

e You want to add just 1 copy to each line item OR
e You want to add multiple copies on one line item that all use the same branch AND fund
¢ You are using Distribution Formulas to add multiple copies with different branches and/or funds

Use the Copies link when:

¢ You need to add more than one copy on a particular line item that use different branches and/or
funds

To Add Copies via the Copies link
1. Open a selection list or purchase order.

2. Click the Copies link on the line item you would like to add copies to. This will take you to the Copies
screen.

+ Line ltems Expand All Items Notes

Vil Areally short history of nearly everything / Bill Bryson.
i"g??.'lr Bryson, Bill. 0385738102 1st U.S. ed. c2008. Delacorte Press, native-evergreen-catalog

OF BLARL E d Copi (0} Mot 0)
O G Order Identifier | ISBN v | 0385738102 - Expand AQTIU lesiU) Notes

#47218 | 0| = catalog | # worksheet |requests

3. Enter the number of copies you would like to order into Item Count and click Go.
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Add/Edit Items

% Return Item Count e Save Changes

Distribution Formulas «  Apply R
Owning Branch Copy Location Collection Code
Owning Branch Copy Location Collection Code
STATELIB-B - -

A line will be created for each copy. See these below (in the blue square). Using the dropdowns, you can
add the necessary information for each copy individually. This is helpful if each copy has differences,
such as in funds, that aren't in the “normal” workflow.

Distribution Formulas ~ | Apply Reset Formulas
Ownin py Location Collection Code Fund Circ Modifier Callnumber
‘\‘_-_“v‘_ - - - Batch Update
Owning Branch Copy Location Collection Code Fund Circ Modifier Callnumber Barcode Notes Re
STATELIB-B - - - -

You'll notice that there is also a batch updater on this screen (circled in red) that works exactly the same
as the line item batch updater. This applies any settings you add to all the copies below it.

5. Leave the barcode field blank. Evergreen will assign the copy a temporary barcode when the order
is activated.

7. Once you have entered all the desired information, you must click Save Changes or your information
will not be saved.

Add/Edit [tems

@ lem Count: |1 @
Dristribution Formulas = Apply
Owning Bramch Copy Location Collection Code Fund

8. Click Return to return to your selection list or purchase order.
9. The Copies link will now reflect the number of copies that you've added to this line item.

Back to top

PINES Documentation - https://pines.georgialibraries.org/dokuwiki/



https://pines.georgialibraries.org/dokuwiki/lib/exe/fetch.php?media=acq:pasted:20181022-132715.png
https://pines.georgialibraries.org/dokuwiki/lib/exe/fetch.php?media=acq:pasted:20181022-133125.png
https://pines.georgialibraries.org/dokuwiki/lib/exe/fetch.php?media=acq:pasted:20181022-133706.png

2024/03/29 04:51 7/11 Line ltems: How-To...

Add an alert

Alerts are pop-up messages that appear when an item is received. Alerts also display on the Line Item
Worksheet for the item.

C!) Alerts will not pop-up if they are added after the purchase order is activated.

1. Open a selection list or purchase order.

2. Click the Notes link.

+/ Line ltems Expand All Items Notes

3y Areally short history of nearly everything / Bill Bryson.

ﬁf.f;{ Bryson, Bill. 0385738102 1st U.S. ed. c2008. Delacorte Press, native-evergreen-catalog

 BLAdL f . .
- i Order Identifier [ISBN v |(0385736102 - Expand  Copies(4) 4@—1“0 s(0

#47218 | 0 | —_catalog | # worksheet | requests

3. Click New Alert.

4. Choose an alert code from the drop down menu. These Line Item Alert [link] codes are created by your
Acquisitions Administrator.

Mew Mote - Mew Alert -

Choose alert code -

" Patron Reguest
Additional comments Summer Reading ,h
Create HAward
Fast Track

5. Add additional comments if you desire.
6. Click Create. The alert will display on the screen.

7. Click Return to return to the selection list or purchase order.
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=~ Return

9 [STATELIB] Summer Reading

Mew Mote - Mew Alert -

8/1/16 5:02 PM Delete

8. A red flag will now appear to the right of the Notes link and the Notes (0) link will update to display the

total number of alerts and notes for the line item.

+ Line ltems

Viiliiy Areally short history of nearly everything / Bill Bryson.

f's‘??.} Bryson, Bill. 0385738102 1st U.S. ed. c2008. Delacorte Press, native-avergreen-catalog
| o muidL

- [T Order Identifier | ISBN v | 0385735102 A

Expand All Items  Notes

Expand Copies(4) Notes(f] ™

#47218 | 0| = catalog | # worksheet |requests L\’
Back to top
Add a note
Back to top

Cancel/Suspend a line item

See the section on Cancel/Suspend.

Back to top

Use the Line Item Actions menu

Back to top

Delete a line item
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Line items can only be deleted from selection lists or purchase orders with a Pending
status.

Be sure you want to delete the line item as there is no warning message and once deleted
line items cannot be un-deleted.

1. Open a selection list or purchase order.

2. Check the box(es) of the line item(s) you would like to delete. You can either check the box next to
specific line items, or if you are selecting all line items you can click the blue checkbox at the top of the
line items area to select all.

-=Actions-- v

Copies Owning Branch Copy Location

@

Madeleine
L'Engle 3781102929101
O Order |dentifier | ISBN » | 9781102924
# 05279 | 0| =_link to catalog | g% worksheet

Direct Charges, Taxes, Fees, efc.
There are no miscellanea alfached (o this purchasy

Mew Charge Save New Charges

3. Using the main Actions menu, select Actions - Delete Selected Items.

I—-Actions— Lw
—=Actiong-
save ltems To Selechon List
Mark Ready for Selector

A o femr CirAer
Mark Ready for Orde

Add Brief Record L+

Export Single Attribute List
—PO—

Create Purchase Order
Add to Purchase Order
Pnnt Purchase QOrder
View PO History

Load Bibs and ltems

Cancel| Selected Line ltems
Apply Claim Policy to Selected Line ltems
Mark Selected Line ltems as Recenved

Un-Receive Selected Line kems
Lreate Invoice From Selected Ling ltems

......

Link Selected Line lkems to Invoice

4. Your line item and the history associated with it will disappear.
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Back to top

Use the batch updater

The batch updater is a method to add a specific attribute (or multiple attributes) to multiple copies at one
time. There is a batch updater on the purchase order that can be used for multiple (or even a single) line
items, as well as one present in the drilled-down Copies link where you can apply a specific attribute to
multiple copies within one line item.

Line item batch updater -

Actians. ¥
| Coples-Owmifig Branch  Copy Locabion Collection Code Fungd Circ Moddifier Déstribution Formala ———
r = = = - OR v Appiy o Selecied
o Line Hems Expand Al Hams M
Maceieing
LEngle 8701102525101
Ld . — T Expand Copesiil
Order ideifier | 1588 « | BTRIGEEEA101 .
£ 05270 | 0 | = bnk 0 calalon | % workshesd | cRquests | view Invocals

Mirnct Charpes Tases Fass sir

Batch updater within Copies link -

Expand All ltems Notes Actions Stal
Expand Copies(1) Notes(0) — Actions - v New
* Return lem Caunl 1 Go Sawe Changes
Diisanbution Fomulas = Apply
OwningBrafch l_:n;' Location Collection Code Fund Circ Modifier Calinumber
= = = = Batch L'n-:aD
Owning Branch Copy Location —— CalleciBi Couw—Fumd — T WEamEr ~Caliumber  Barcods
STATELIB-B - - - -

The batch updater is a REPLACER, not an ADD-TO. It will replace data in your line item,
not add to it.

Use the batch updater when:

e You want to add just 1 copy to each line item OR
e You want to add multiple copies on one line item that all use the same branch AND fund
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e You are using Distribution Formulas to add multiple copies with different branches and/or funds
Use the Copies link when:

¢ You need to add more than one copy on a particular line item that use different branches and/or
funds

PINES Required Fields

When adding attributes to your line items, there are a few fields that are specified by PINES and there are
required values to be used.

Shelving Location:
The shelving location should always be the ON ORDER shelving location, no matter what type of material
it is.

Circulation modifier:

e |f not using on-order holds, the normal circulation modifier for the type of item can be used. l.e.
“book”

e |f using on-order holds and 6 month age protection: Use the circulation modifier “on-order6” for all
items.

e If using on-order holds and 3 month age protection: Use the circulation modifier “on-order3” for all
items.

—,

0 If you have not specifically set up on-order holds, do NOT use either the on-order6 or on-
U order3 circulation modifiers.

Back to top
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