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Selection Lists

Selection lists enable users to add records from a variety of sources to a single list that can be converted
into a purchase order. Selection lists can also be created to keep track of items that a library wishes to
purchase in the future.

My Selection Lists

To open the My Selection Lists interface:
1. Select Acquisitions=My Selection Lists or choose My Selection Lists from the Acquisitions toolbar.

This,

File Edit Search Circulation Cataloging | Acquisitions | Booking

1= 4 Search Catalog - LS IGeneraI Search General Search

My Selection Lists h
Mew Brief Record

Patron Reguests

MARC Federated Search

Load Catalog Record IDs

Load MARC Order Records
Purchase Orders

Create Purchase QOrder
Claim-Ready ltems

Open Invoices

Create Invoice

or this.

Eile Edit Search Circulation Cataloging Acquisitions Booking

L= 44 Search Catalog -~ LS I General Search ‘ L* I My Selection Lists L I Mew Brief Ret
[

2. The My Selection Lists interface will display.
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Acquisitions Search

Refresh Grid Mew Selection List - Clone Selected - Merge Selected = . Delete Selected i

Back Mext Filter

< |F  |Mame Cwner Creation Time

[] 1 AFicNew gplsacgadmin 4/28/16 4:52 PM
[] 2 AMNF.Jan gplsacgadmin 4/26/16 4:53 PM
[] 3 XYAGNJan gplsacgadmin 4/28M6 4:54 PM
[] 4 JPicJan gplsacgadmin 4/28M6 4:55 PM

3. The following actions can be performed from this screen:

e Open a selection list created by the user currently logged in
 Create a selection list

* Clone a selection list

e Merge selection lists

* Delete a selection list

Users will see a message saying “No results” the first time they open the My Selection
Lists interface. The My Selection Lists page is created by a search for selection lists where
u the owner of the list is the user currently logged into the staff client. A user's very first
selection list must be created before there can be results for this search.

Create a Selection List

Selection lists can be created through the My Selection Lists interface. The three other areas within the
module where selection lists can be created are when you Add Brief Records, Load MARC Order Records
or find records through an OPAC search. In each of these interfaces, you will find the Add to Selection List
choice. Enter the name of the selection list you would like to create into the field.

To create a selection list through the My Selection Lists interface:
1. Select Acquisitions-My Selection Lists OR choose My Selection Lists from the toolbar.

2. Click New Selection List.

Acquisitions Search

Refresh Grid Mew Selection List - Clone Selected - Merge Selected - Delete Selected

3. Enter the name of the selection list in the box that appears and click Create.
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Acquisitions Search

Refresh Grid Mew Selection List - Clone Selected - Merge Selected - Delete Selected

Back MNext Filter

Name: |J Pic Feb |

4 |# |MName Creation Time

[] 1 AFicMe Create 4/28/16 4:52 PM
[] 2 ANFJan RIS ACyEurTi 4/28M16 4:53 PM
[] 3 YAGHN.Jan gplsacgadmin 4/28/M16 4:54 PM
[] 4 JPicJan gplsacgadmin 4/28/16 4:55 PM

4. Your new selection list will display in the list.

Acquisitions Search

Refresh Grid ' New Selection List ~ i Clone Selected - Merge Selected - Delete Selected

Back Mext Filter

< |# |MName Cwner Creation Time
[] 1 APFicNew gplsacgadmin 4/28M6 4:52 PFM
[] 2 ANFJan gplsacgadmin 4/28M6 4:53 FM
[] 3 YAGNJan gplsacgadmin 4/26/16 4:54 PM
[] 4 JPicJan gplsacgadmin 4/28/16 4:55 PM
15

J Pic Feb .-_:::: gplsacgadmin 4/26/16 512 PM
Add Line Items to a Selection List

You can add line items to a selection list in one of six ways:

Add a Brief Record

Search for Line Items & Catalog Records;
Load MARC Order Records;

Load Catalog Record IDs; or use the
View/Place Orders action in the catalog

ke whe

Some of these methods for adding records to selection lists cause the system to create a
selection list called Unnamed. This selection list is empty and can safely be ignored. It is
possible to delete the list, but it will be automatically recreated as needed.
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Clone a Selection List

Cloning selection lists enables you to duplicate selection lists. You can maintain both copies of the list, or
you can delete the original list. The “Save to selection list” does not copy line items to another list, it
MOVES those line items and the associated copy/PO info to another selection list. To copy items to
another selection list you need to go into the main selection list screen and clone the list.

1. Select Acquisitions=My Selection Lists OR choose My Selection Lists from the toolbar.

2. Check the box adjacent to the list you would like to clone and click Clone Selected.

Acquisitions Search

Refresh Grid Mew Selection List - Clone Selected = Merge Selected Delete Selected

Back Mext Filter @

# |MName Cwner Creation Time
:1 A Fic New gplsacqadmin 4/28/16 4:52 PM
[] 2 ANF.Jan gplsacgadmin 4/26/16 4:53 PM
[] 3 YAGHNJan gplsacgadmin 4/26/16 4:54 PM
[] 4 JPicJan gplsacgadmin 4/28M16 4:55 PM
[] 5 |JPicFeb gplsacgadmin 4/28M6 512 PM

3. Enter a name for your new selection list into the box that appears and click Clone.

Acquisitions Search

Refresh Grid MNew Selection List = Clone Selected - Merge Selected - Delete Selected

Back Mext Eilter

New Name: |A Fic Febl |

J |# |Name Time

¥ 1 AFic New Clone 52 PM
[1 2 ANF.Jan STV ET I {}j grzor o453 PM
[] 3 YAGNJan gplsacgadmin 4/26/16 4:54 PM
[] 4 JPicJan gplsacgadmin 4/28/M6 4:55 P
[1 5 JPicFeb gplsacqadmin 4/28M6 512 PM

4. Your cloned selection list will display in the list. The cloned selection list contains all the line items of
the original list without any copy information.
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Acquisitions Search

Refresh Grid

Back Mext Filter

Mew Selection List -

+ |# |MName

[] 1 AFicMNew

[1 2 AMNF.Jan

(] 3 ¥YAGNJan

[1 4 JPicJan

[1 5 JPicFeb

[] 6 AFicFeb =

: Clone Selected ~

Merge Selected -~

Cwner

gplsacgadmin
gplsacgadmin
gplsacgadmin
gelsacgadmin
gplsacgadmin

gplsacgadmin

Merge or Rename Selection Lists

Merge a Selection List

Two or more selection lists can be merged into one list.

1. Select Acquisitions-My Selection Lists.

Creation Time
4/28/16 4:52 PM

4/28/16 4:53 PM
4/28/16 4:54 PM
4/28/M16 4:55 PM
4/28/M16 512 PM
4/28/16 4:52 PM

Delete Selected

2. Check the boxes adjacent to the selection lists that you would like to merge together and click Merge

Selected.

Acquisitions Search

Refresh Grid

Back Mext Eilter
Mame

J Pic Jan
J Pic Feb
A Fic Feb

Mew Selection List -

A Fic MNew
A ME Jan
YA GMN Jan

Clone Selected -

Cwner

gplsacgadmin
gplsacgadmin
gplsacgadmin
gplsacgadmin
gplsacgadmin

gplsacgadmin

Merge Selected -

&

Creation Time

4/28/16 4:52 PM
4/28/16 4:53 PM
4/28/16 4:54 PM
4/28/16 4:55 PM
4/28/16 512 PM
4/28/16 4:52 PM

Delete Selected

3. Choose the Lead Selection List from the drop down menu. This is the list to which the items on the
other list(s) will be transferred.
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Acquisitions Search
Refresh Grid MNew Selection List - Clone Selected - Merge Selected - Delete Selected
Back Mext Filter
7 |# |Name Owner Choose the Lead Selection List: || | v |
J Pic Jan
1 1 o
(] 1 AFic New gplsacgadmin |"u'|E Pic Feb M
D . A NF Jan gplsacqadmin EWT T SO T Q\"Z'J sreorra oo W
L] 3 YAGHNJan gplsacgadmin 4/28/16 4:54 PM 4/28/16 4:54 PM
4 JPic Jan gplsacgadmin 4/28/16 4:55 PM 4/28/16 4:55 PM
[ 3 JPic Feb gplsacgadmin 42816 5:12 PM 4/28/16 512 PM
[l 6 AFicFeb gplsacgadmin 4/28/16 4:52 PM 4/28/16 4:52 PM
4. Click Merge.

Rename a selection list

To rename a selection list, merge it into a new list that has the new name.

Delete a Selection List

Selection lists that are no longer needed can be deleted. Deleting a selection list deletes any line items
not attached to a purchase order.

Please ensure that you truly wish to delete your selection list before clicking Delete

@ There is no message asking for confirmation that you wish to delete the selection list.
Selected. There is no undo!

1. Select Acquisitions-My Selection Lists.

2. Check the box(es) adjacent to the selection list(s) that you would like to delete and click Delete
Selected.
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Acquisitions Search

Refresh Grid

Mew Selection List -

Back Mext Filter

J #
@)
0 2
O '3
iDd
§D5
Ll 6

MName

A Fic MNew
A NF Jan
YA GM Jan
J Pic Jan
J Pic Feb
A Fic Feb

3. Your selection list will be deleted.

Acquisitions Search

Refresh Grid

Mew Selection List «

Back Mext Filter

OO0 ogds
L R

MName

A MNF Jan
YA GM Jan
J Pic Jan
J Pic Feb
A Fic Feb

Mark Ready for Selector

This step is optional but may be useful to individual workflows.

Clone Selected ~

Cwner

gelsacgadmin
gplsacgadmin
gplsacgadmin
gplsacgadmin
gplsacgadmin

gplsacgadmin

Clone Selected -

Cwner

gplsacgadmin
gplsacgadmin
gplsacgadmin
gplsacgadmin

gplsacgadmin

Merge Selected -

Merge Selected -

Delete Selected

Creation Time

4/28/16 4:52 PM
4/28/16 4:53 PM
4/28/16 4:54 PM
4/28/16 4:55 PM
4/28/16 5:12 PM
4/28/16 4:52 PM

&

! Delete Selected

Creation Time

4/28/16 4:53 PM
472816 4:54 PM
472816 4:55 PM
472816 5:12 PM
472816 4:52 PM

After an item has been added to a selection list or purchase order, it can be marked ready for the

selector.

1. Open the selection list or purchase order that contains the line items you would like to Mark Ready for

Selector.

2. If you wish to Mark Ready only selected list items, check the boxes adjacent to those line items.

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



2024/04/28 18:51 8/12 Selection Lists

Selection list newlist
Create date: 4/3016
Last updated: 4/30M16
Selector: admin

Entry Count 3
—Actions— v
Copies Owning Branch Copy Location Collection Code Fund Circ Modifier Distribution Formula
[~ [~ [~ | ~or | = Apply to Selected
vy . Estimated
»/iLine ltems Expand All tems Notes Actions Status Price
Dare to Care: Pet Dragon
Robinson, M. P. 9761847605898 2016 Frances Lincoln Children’s Bks
" — —
Order Identifier | ISBN | (9781847805698 - Expand  Copies(0) Notes(D) |- Actions >|New [115¢
#45209 | 0| = link to catalog | # worksheet | requests
L Am Yoga
Verde, Susan and Peter H. Reynolds 9781419716645 2016 Harry N. Abrams
Expand C 0) Notes(0) | - Actions —- N 9.89
= Order Identifier [ISBN_ v [9761419716645 [~ =t st clons e
#45211| 0| = link to catalog | % worksheet | requests
The Whale
Murrow, Vita 9780763679651 2016 Templar
E d Ci 0} Notes(0 - Acti - il 10.79
= Order Identifier | ISBN | (9780763679651 |~ Expand  Coples(0) Notes(0) ctons Y| Rew

#45210 | 0| = link to catalog | £ workshest | requests

3. Select Actions>Mark Ready for Selector.

E—Acﬂnns— v
-Actions—

Save ltems To Selection List n
Mark Ready for Selector k‘
Mark Ready for Order .
Delete Selected tems

Add Brief Record

Export Single Attribute List

Create Purchase Order

Addto Purchase Order

Print Purchase Order

View PO History

Load Bibs and ltems

Cancel Selected Line ltems

Apply Claim Policy to Selected Line ltems
Mark Selected Line kems as Received
Un-Receive Selected Line tems i
Create Invoice From Selected Line tems
Link Selected Line Items to Invoice

TOLr

4. A pop-up box will appear. Choose to either Mark selected line items or Mark all line items.

@ Mark selected () Mark all

L%

Cancel Go

5. Click Go.

6. The screen will refresh. The marked line item(s) will be highlighted light pink and the status will have
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changed to selector-ready.

Selection list newlist
Create date: 4/30116
Last updated: 4/30/16
Selector: admin
Entry Count 3

—Actions— v

Collection Code Fund Circ Modifier

- bd -

Copies Owning Branch Copy Location

+ Line ltems
Dare to Care: Pet Dragon
Robinson, M. P. 9761847805898 2016 Frances Lincoln Children's Bks
Order Identifier ISBN | 9781847805898 =
#45209 | 0| = link to catalog | £ worksheet | requests

| Am Yoga
Verde, Susan and Peter H. Reynolds 9781419716645 2016 Harry N. Abrams

Order Identifier ISBN | 9781419716645 A

|

#45211| 0| = link to catalog | £ worksheet | requests

The Whale
Murrow, Vita 9780763679651 2016 Templar

Order Identifier ISBN + | 9780763679651 hd

|

#45210 | 0| = link to catalog | # worksheet |reguests

Distribution Formula

* OR v |  Apply to Selected

Expand All ltems  Notes Actions

Expand Copies(0) Motes(0 — Actions —

Expand Copies(0) Notes(0 — Actions -

Expand Copies(0) [Notes(0) |- Actions —

Convert a Selection List to a Purchase Order

Estimated
Price

v {Selector-Ready;
Selector-Ready

10.79

Status

When a selection list is finished, it can be converted to a purchase order through the Actions menu.

1. Open the selection list that you would like to convert to a purchase order.

2. Select Actions—-Create Purchase Order.

It is possible to convert particular line items on a selection list into a purchase order,
rather than converting the entire selection list.
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E—Acﬂnns— ‘v
—Actions—

Save ltems To Selection List

Mark Ready for Selector

Mark Ready for Order

Delete Selected tems

Add Brief Record

Export Single Attribute List

Add to Purchase Order

Print Purchase Order

View PO History

Load Bibs and ltems

Cancel Selected Line ltems

Apply Claim Policy to Selected Line ltems
Mark Selected Line ltems as Received
Un-Receive Selected Line ltems

Create Invoice From Selected Line ltems
Link Selected Line ltems to Invoice

3. A pop-up box will appear.

Ordering Agency | »|

Mame (optional)

Provider
Prepayment Required L]
All Line ltems -

Selected Line ltems

Import Bibs and Create Copies | |

Submit Cancel

4. Select the Ordering Agency from the drop down menu.
5. Enter the code for the Provider. This field will auto-complete as you type.

6. If prepayment is required, check the box adjacent to Prepayment required.
Prepayment Required E‘h

- If prepayment is always required for a specific provider, your acquisitions administrator
can set this in the provider's profile so it is automatically selected when you enter the
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Jﬁ..-.._- | provider code.

7. Choose to either add All Line Items or Selected Line Items to the purchase order.

All Line ltems "%

Selected Line ltems ()

8. Check the box adjacent to Import Bibs and Create Copies if you wish to import them at this time. If you
don't choose this, bibliographic items will be imported and copies created when the purchase order is
activated, instead.

Import Bibs and Create Copies E‘h

9. Click Submit.

10. If Import Bibs and Create Copies box was checked, the import interface will open. See Vandelay
interface for more information. Otherwise your purchase order will be created and open in the same tab.

urchase Order (pending|

ID 836 Prepayment Required? No
Name newlistpo Activatable? Mo: The requested acq.fund was not found (ACQ_FUND_NOT_FOUND)
Provider TestVendor1 (TV1) Notes [0}
Total Lineitems 2 EDI Messages (0}
Total Estimated 5$21.83 History View

Total Encumbered $0.00
Total Spent $0.00

Allow activation with O
zero-copy lineitems

Split Order by Lineitems

—Actions— w
Copies Owning Branch Copy Location Collection Code Fund Circ Modifier Distribution Formula
- - - ~ OR = | | Apply to Selected
+ Line ltems iItems Notes Actions Status Es?imaled
- Price
Dare to Care: Pet Dragon
Robinson, M. P. 9781847805898 2016 Frances Lincoln Children's Bks
Order Identifier | ISBN | 3781847805398 . Expand Copies(1) Notes(0) |- Actions — Pending-Ordery11.94
#45209 | 0 | = link to catalog | £ worksheet reguests | view invoice(s
L Am Yoga
Verde, Susan and Peter H. Reynolds 9761419716645 2016 Harry N. Abrams
Expand Copies(1) Notes(0) |- Act - Pending-Orderr9.59
u Order Identifier |ISBN | 9781419716645 - <L R £hons -,@

#45211] 0| = link to catalog | # workshest @euuests | view invoice(s

Search for a Selection List

The action trigger of “Save to selection list” does not copy line items to another list-it MOVES those line
items and the associated copy/PO info to another selection list. To copy items to another SL, you need to
go into the main SL screen and clone the list.
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