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Introduction

Training Overview

The Symphony Acquisitions Rollover Training Course is
designed to provide a basic understanding for rolling acquisitions
records into a new fiscal cycle. We will discuss the steps for
processing rollovers in batch, alternatives to the batch process,
and issues to consider before and during a rollover project.
Who should attend?
This course is intended for Acquisitions Department managers,
System managers, and other Acquisitions staff.
Prerequisites

Experience with the Acquisitions module.

Course Goals
After completing this course, participants will be able to:
o Define what a rollover is and why it needs to happen

¢ Identify what kinds of records can be rolled over and
which reports can make that happen “in batch”

e Identify what needs to be done before you rollover
records

o |dentify what needs to be done after you rollover records

o |dentify alternatives to using reports for the rollover
process
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Rollover Overview

A rollover is the process of duplicating records from one fiscal
cycle to another. Library budgets are typically associated with a
fiscal year. When one fiscal year ends and another begins,
records from the old fiscal cycle are duplicated into the new
fiscal cycle.

It is possible to rollover the following types of records in
SirsiDynix Symphony 3.2.

Vendors
Funds

Basic orders
Dated orders

Recurring orders

It is important that you know the goal of the rollover to help it be
successful. Some example goals are as follows:

Rollover all vendors

Rollover all vendors that I ordered from last year
Rollover all funds

Rollover all funds except gifts

Rollover all basic orders that aren’t received, invoiced,
paid, or loaded

Rollover dated orders that haven’t been canceled

Rollover line 1 (the template line) of all recurring orders

January 2008



Rollover Vendors

Vendor Record

Review

Each vendor record is actually comprised of a vendor record
containing constant information about the vendor and a number
of vendor fiscal cycle records.

The vendor record contains information such as the vendor ID,
name, customer number, and addresses.

Display Yendor (Specific Cycle) : Displaying Information for BT; 2007; ARROWOOD - 0O =
Search for: I Search |
Index: I‘Jendur ID j Type:
Fiscal cycle: IEDD? j % Search
Library:  [ARROWOOD x| | © Browse
Current: BT -—- 20057 -—- ARRCAACOD " Exact
vendor Cvcle Information | Discount Tahle | Orders | Serial Confrol Links
Wendor Infarmation Vendor Extended Info | Addresses | EDI Address
Library: ARROWOOD,,
Mame: Baker and Taylar
Id: BT Customer number: 154-832-5432
Ordering allowed: N Paying allowed: Y
Amount invoiced,/not funded: £0.00 Quantity invoiced/not funded: 0
CLUIrency: s, Number of cycles: 2
Group 1: JOBBER.. Group 2: PRIMT..
Group 3: INWOICE..
Display Display Feturn ta Closs
This Wendar Another Yendar Wendor List
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Each vendor fiscal cycle is represented on the Vendor Cycle
Information tab and contains data about the vendor’s activity for
a single chronological period. Quantities and performance
averages are examples of information contained within a vendor
fiscal cycle record. Additional tabs contain information about a
discount table, deposit account info, orders and serial control
links when applicable.

Display ¥Yendor (Specific Cycle] : Displaying Information for BT; 2007; ARROWOOD = 0O =
Search for: | Search |
Index: IVendDr ID j Type:
Fiscal cycle: IEDD? j % Search
Library: IQRROWOOD j " Browse
Current: BT --—- 2007 -—- ARROWOOD 0 Exact
vendor Information | Yendor Extended Info | Addresses | EDI Address
vendor Cycle Information | Discount Table | oOrders Serial Contral Links

vendor cycle: 2007

Library: ARROWOCD Fiscal cycle: 2007

Order claim period:; a0 Order cancel period: 120

Total ordered: £6979.,12 Total invoiced: £663.36

Total encumbered: £4319.76 Total paid: $£1995.00

Average order price: £22.37 Average Paid Price: £24.95

Total orders: a Quantity ordered: 312

Quantity paid: a0 Quantity not received: 85

Claims sent: 1 Quantity claimed: a1

Quantity canceled: ]

Average days to receive: 0 Average discount: -11.53%

Display Display Return tao ol
This “endor Another Yendar Yendor List Hse
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When you rollover a vendor record, it is affected in the following
ways:

e The basic vendor information, addresses, and extended
information fields do not change.

e The new fiscal cycle record copies the claim period,
cancel period, and discount table from the previous fiscal
cycle.

e The deposit amount for the new fiscal cycle record is set
to $0.

e The percent encumbrance allowed for the new fiscal
cycle record is set to 100%.

January 2008 5
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Rollover Vendor Cycles Report

The Rollover Vendor Cycles (Rollovervendor) report copies
vendor cycles from a specified fiscal period into new vendor
cycles “in batch”.

To run the Rollover Vendor Cycles report

1. Select the Reports module toolbar.

2. Click the Schedule New Reports wizard JI]E .Ifa
properties window appears, click OK to accept the
defaults.

Click the Acquisition tab.

4. Select the Rollover Vendor Cycles report from the list,
and click Setup & Schedule.

5. Click the Old Fiscal Cycle tab to enter the Old fiscal
cycle. This is a required field.

Schedule Mew Reports : Schedule Rollover Yendor Cycles - 0O =

Basic| Cld Fiscal Cycle | wvendor Cycle Selection | Wendor Selection | Mew Fiscal Cycle

Old fiscal cycle: _ L

’ Schedule ” Fun Mow ” Save As Template ” Cancel ]
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6. Click the Vendor Cycle Selection tab. Make selections
as necessary. For example, you could exclude inactive
vendors by entering >0 in the Number of orders field.

Schedule Mew Reports : Schedule Rollover Yendor Cycles = 0O =

Basic| Old Fiscal Cycle Vendor Cycle Selection | wendor Selection | New Fiscal Cycle

Library: felciaiisle]s & (=
Nurmnber of orders:
Murmber of copies ordered:

Claim period:

Murnber of copies claimed:

HMumber of claims sent: | &

Cancel period: I— &

Mumber of copies cancelled: | #

Murmber of copies received: | 4

Mumber of copies invoiced: I— %

Murnber of copies paid: I— &
Taotal list price: I— & s

endaor amount deposited: I— &

wendar total list price: I— &

Discount t\_.rpe:| &
Amount unpaid:l # -
- . . B — z
Schedule | Run Mosw (b | Save As Template | Cancel |

7. Click the Vendor Selection tab. Make selections as
necessary. You may select Yes for Ordering allowed
and Paying allowed to select active vendors.

8. Click the New Fiscal Cycle tab and enter the New
fiscal cycle. This is a required field.
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9. Click Schedule to select a schedule and
printing/distribution for the report. Select the time to
run the report and the appropriate printing/distribution
option. Click Schedule. The Schedule Confirm window
displays. Click Schedule a New Report to return to the
list of templates.

-Or-

If the report is to run only one time, click Run Now to
accept the defaults and set the report to run ASAP.
Click Display Finished Reports to go to the list of
finished reports to view this report once it has run.

After Rollover Vendor

After the Rollover Vendor Cycles report runs, check the finished
report for errors. It is also recommended that you spot check
some of the vendor records in the new fiscal cycle. Use the
Modify Vendor wizard to make any necessary changes to the
new vendor cycle values. Some changes that may be needed are
as follows:

o Deposit amount
e Percent encumbrance allowed

e Discount table

8 January 2008
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Add Vendor Cycle Wizard

The Add Vendor Cycle wizard can be used as an alternative to
the Rollover Vendor Cycles report. This wizard will allow you to
add an additional fiscal cycle to an existing vendor record.

To use the Add Vendor Cycle wizard

1. Select the Acquisitions module toolbar.

2. Onthe Vendor toolbar, select the Add Vendor Cycle
wizard Qj :

3. The Set Properties window appears. In the Search
Preferences area, select an index from the drop-down
list in the Preferred Search Index field. Vendor ID is
the default search value. Enter or select the New fiscal
cycle.

Add ¥Yendor Cycle : Set Propertes - O =

Defaults

Seatrch preferences

Wendor Cycle Creation

Mew fiscal cycle:
Order claim period:

Order cancel period:

% encumbrance allowed:

Display property page: () Wizard Startup () Newver

Preferred search index: | Wendor ID w

100

(o | [[cancel |

Note

The New fiscal cycle is a required field so the
property page may need to be set to Display at
Wizard Startup.
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4. After entering the defaults, the Vendor Lookup window
appears. ldentify the vendor that needs a new fiscal
cycle.

Add ¥endor Cycle : Yendor Lookup - 0O x

Search fl:ur:l Search |
Inde:x: Ivendur D j

Library:  [ARROWOOD
Current: BT --- 2007 --—- ARROMWOOD

List Wendars

Vendar ID Yendor name Customer number

Add
Yendor Cycle

Madify
Yendor Cycle

Return to

endor List Closs

e
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5. Enter Claim and Cancel periods.

Add ¥endor Cycle : Entering Cycle Information for BT; ARROWOOD; 2008 = 0O =
Search for: |E-T Search |
Indes: I‘Jendur 10 j
Library:  [ARROWOOD -

CLurrent; BT —-- ARRCW D00

vendor Information  Vendor Cycle Information | peposit ﬁccnuntl Discount Table

Yendor cycle: 2008

Library: SREOWOOD Fiscal cycle: 2008

Order claim period: I &0 Order cancel period: 120
&dd Madify Return to -
Ehven Wendor Cycle Wendor List

6. If applicable, enter Deposit and Discount Information.
7. Click on Add Vendor Cycle to save the new cycle.
8. When finished, click Close.

I
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Rollover Funds

Fund Record Review

Each fund record is actually comprised of a fund record
containing constant information about the fund and a number of
fund fiscal cycle records.

The fund record contains information such as the fund name,
account number, and fund levels as seen on the Fund
Information tab.

Display Fund (Specific Cycle) : Displaying Informiation for REFEOOK - 0O =

Search for: | Searchl

Inde:x; IFund I j Type:
Fiscal cycle: IEOO? j & Zearch
Library: [rRockEFELLR =]  ©Browse
' Exact
Current fund: REFEBOGK ——= 2007 --- ROCKEFELLR © Fund Level
Copies | Ferformance | Financial | Extended Information
Fund Information | Fund Cycle Information |  Irwoices | arders
Fund IC REFBOOK,
Marme: General Reference Book Fund
Cycles: 3

Account number: 5487222546

Level 1: LOCAL Level 2: FRINT
Level 3: BOOKS Level 4 REFEREMCE
Display Display
This Fund Another Fund cleee
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Each fund cycle is represented on the Fund Cycle Information
tab and contains data about the fund for a single chronological
period. Budget amount, percent encumbrance and expenditure
allowed, block over encumbrance and expenditure, and ordering
and paying allowed are examples of information contained
within a fund cycle record.

The Invoices, Orders, Copies, Performance and Financial tabs
show specific cycle activity. The fund cycle record is primarily
used to track annual budget amounts and fund use.

Display Fund (Specific Cycle] : Displaying Informiation for REFEODK - 0O =
Search for: | Search

Index: IFund I j Type:

Fiscal cycle: IEOO?‘ j & Search

Library: [rockEFELLR =| | ©Browse

) Exact
Current fund: REEBCOK —-- 2007 -—- ROCKEFELLR  Fund Level
Copies | Performarjce | Financial | Extended Information
Fund Information Fund Cycle Information | Invoices | orders

Fiscal: 2007

Budget amount: $15000.00

Encumbrance allowed: 100 %% Expenditure allowed: 100 %

Block over encumbrance: Mo Block over expenditure: Mo

Ordering allowed: Yes Faying allowed:Yes

Display
This Fund

Cisplay
Another Fund

Close |

I
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When you rollover a fund record, it is affected in the following
ways:

e The basic information and extended information tabs do
not change.

e The new fiscal cycle record copies the percent
encumbrance allowed and block over encumbrance from
the previous fiscal cycle.

e The percent encumbrance allowed for the new fiscal
cycle record is set to 100%.

e The Paying allowed check box is selected.
o The Block over expenditure check box is deselected.

e  Settings for the Budget amount and Ordering allowed
check box are configurable in the Rollover Fund Cycles
report.

e
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Rollover Fund Cycles Report

The Rollover Fund Cycles (Rolloverfund) report copies fund
cycles from a specified fiscal period into new fund cycles “in
batch”.

To run the Rollover Fund Cycles report

1. Select the Reports module toolbar.

5

2. Click the Schedule New Reports wizard .Ifa
properties window appears, click OK to accept the
defaults.

Click the Acquisition tab.

4.  Select the Rollover Fund Cycles report from the list,
and click Setup & Schedule.

5.  Click the Old Fiscal Cycle tab and make a selection.
This is a required field.

e
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Click the Fund Cycle Selection tab. The following
window displays. Make selections as necessary. For
example you could exclude inactive funds by choosing
Yes for Ordering allowed and Paying allowed.

Fercentage Of Previous

Basic| Qld Fiscal Cycle

Ordering allowed
Faying allowed

Block over encumbrance

Schedule Hew Reports : Schedule Rollover Fund Cycles

Fund Cycle Selaction | Fund Selection |

Library:

Amount budgeted:

Amount encumbered;

Amount invoiced:

Amount paid;

Mumber of copies ordered;
Mumber of copies recejved;
Mumber of copies invoiced:
Mumber of copies paid;

Total unextended amount ordered;
FPercentage encumbrance allowed;

Budaget | Crdering Allowed

Mew Fiscal Cycle

&

FOCKEFELLR

Oives O Mo @0 Both
Oives O Mo @ Both
Oives O Mo @ Both

Schedule

Run Mow (b

Save As Template | Cance| |

Choose the Fund Selection tab and make appropriate
selections. For example, specific funds to rollover
could be identified.

Click the New Fiscal Cycle tab and enter the New
fiscal cycle. This is a required field.

Select the Percentage of Previous Budget tab and
modify the percentage amount if necessary.

Note

This amount can be zero, but it cannot be left blank.

January 2008
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10. Select the Ordering Allowed tab and choose Yes, No
or Same to indicate the status of ordering allowed in the
new fiscal cycle.

11. Click Schedule to select a schedule and
printing/distribution for the report. Select the time to
run the report and the appropriate printing/distribution
option. Click Schedule. The Schedule Confirm window
displays. Click Schedule a New Report to return to the
list of templates.

-Or-

If the report is to run only one time, click Run Now to
accept the defaults and set the report to run ASAP.
Click Display Finished Reports to go to the list of
finished reports to view this report once it has run.

After Rollover Fund

After the Rollover Fund Cycles report runs, check the finished
report for errors. It is also recommended that you spot check
some of the fund records in the new fiscal cycle. Use the Modify
Fund Budget wizard to edit budget amounts or the Modify
Fund wizard to edit other fund or fund cycle values.

e
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Rollover Fund Wizard

The Rollover Fund wizard is an alternative to the Rollover Fund
Cycles report. This wizard duplicates fund cycles and allows you
to edit the budget amount in the new fiscal cycle.
To use the Rollover Fund wizard

1.  Select the Acquisitions module toolbar.

2.  Click the Funds toolbar.

3. Click the Rollover Fund wizard and the
following window displays.
Rollover Fund - 0O =
[ ]
Search for: I Search |
Indesx: |Fund 1D j
Library: |srrOWOOD =)
From fiscal cycle: |2EIEI? j
To fiscal cycle: | j
List of Funds
[ Select All |
Selected | Fund ID Fund Mame Prewious Frojected
Rollover Rollover Adjust cl
Selected Funds More Funds Fund Budgets Hs&

4. Use the drop down list or enter a value for the required
field To fiscal cycle.

T —
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5. Search for a specific fund.
-Or-

Leave the search box empty, and click OK to see all
funds. The following window displays.

Rollover Fund - O

|
Search for: | Search |

Index: |Fund - j
Library: [rockeFeLLr 7]
From fizcal cycle: |2007 j
To fiscal cycle: |2OOEE j

Fund ID ; ROCKEFELLR

[T Select Al

Selected » Fund 1T Fund Mame Previous Frojected

AR TEOOK General Art Boo, ., T120 00 120 ale]

(| BUSBOOK General Busines, .. 4170000 17000.00

[ FEYCHBOOK General Psycholo... $£10000,00 10000,00

(| REFEBCOK General Referenc... 415000,00 15000.00

(] SCIENCEBQOK General Scence |, $20000,00 20000.00
Rollover Rollover Adjust

Close

Selected Funds More Funds Fund Budgets

6. Select All to rollover all funds in the list.
_Or_

Select the check boxes for the funds you want to
rollover.

e
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7.  Click Rollover Selected Funds. The following window

displays.

Rollower Fund - 0O =
=

search for: | Search |

Index: IFumd I j

Library: |rockeFELLR =]

From fiscal cycle: IZOOF j

To fiscal cycle: IEOOB j

from fiscal cycle 2007 to fiscal cycle 2008 ‘

Fund 10 » Budget | Adjust | Option |

ARTBOOK $12000.00 Replace
BUSBOOK $17000.00| Replace
PSYCHBOOK $10000.00 Replace
REFEQOK, $0.00] Replace
SCIENCEBOOK $20000.00] Replace

Follover | Follover Adjust Close

Selected Funds More Funds Fund Budgets

8. Enter an amount in the Adjust field. Click the Option
column for that fund to activate the dropdown menu.
Choose one of the following.

Option  New Fund Cycle’s Budget Amount

Replace equal to the amount entered in the
fund’s corresponding Adjust box

Increase equal to the old fund cycle’s budget
amount plus the amount entered in
the fund’s corresponding Adjust box

Decrease equal to the old fund cycle’s budget
amount minus the amount entered in
the fund’s corresponding Adjust box

e
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9. Click Adjust Fund Budgets to rollover the funds to the
new fund cycle.

Note The ability to adjust the amounts is property driven.

Adjust Fund Budgets

After the funds have been rolled over, you may be able to
perform the following next steps:

e Rollover more funds
e Adjust new budgets for the new fund cycle

e Close

e
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Add Fund Cycle Wizard

The Add Fund Cycle wizard is another alternative to the
Rollover Fund Cycles report. This wizard creates a new fund
cycle from default properties rather than from the old fund cycle.
It also allows you to edit all fund cycle fields in the new fiscal
cycle.

To use the Add Fund Cycle wizard
1. Select the Acquisitions module toolbar.
2. On the Funds group toolbar, select the Add Fund

Cycle wizard %

3. The Set Properties window appears. In the Search
Preferences area, select an index from the drop-down
list in the Preferred Search Index field. Vendor ID is
the default search value. Enter or select the New fiscal
cycle.

Add Fund Cycle : Set Propertes - O =

Display property page: (2 Wizard Startug O Never

Defaults

Search preferences

Preferred search index: | Fund ID w

Cycle Creation

Mew fiscal cycle: w
Budget amount: w
Encumbrance allowed: 100 W Expenditure allowed: {100 %
[]elock over encumbrance [ ]Block over expenditure
ordering allowed Paving allowed
’ (a]74 l ’ Cancel ]

T —
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Add Fund Cycle : Fund Lookup - O =

=@
Search for: | Search |

Indesx: IFund ID

Library: IﬂRROWOOD

KN | KN | KN

Mew fiscal cycle: IEEIEIB

List of Funds

Fund ID Fund Mare Cycles

Add Fund Cycle
to This Fund

Add Fund Cycle

Madify: Cycle For &nother Fund (b}

Close

4. Inthe Search for field, identify the fund or funds to
which the cycle is to be added. You can also leave the
search box empty to see all qualifying funds.

Type a New Fiscal Cycle if necessary, and then click
Search.

Note The fund search will be limited to only those funds
that do not already have the specified fund cycle.

.

A hit of funds matching your search criteria appears.

6. The fiscal cycle value you selected in Fund Search
appears in the New Fiscal Cycle box. If you want to
change this value, select a new cycle from the drop-
down list.

7. Type a Budget Amount or select NOLIMIT from the
drop-down list.

8. Make selections for the other fund cycle fields. For more
information about fund cycle selections, see the Fund
Cycle Information Tab topic in the WorkFlows online
help.
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9. Click Add Fund Cycle to This Fund.

A dialog box appears stating that a new fund cycle was
added to the existing fund. Click OK

After adding a new cycle to each of the selected funds, you may
be able to perform the following next steps:

e Modify Cycle after you make changes to the new fund
cycle

e Add Fund Cycle For Another Fund to add another
budget cycle to a different fund

o Close to quit the Add Fund Cycle wizard.

e
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Rollover Orders

Overview

The rollover of orders controls encumbrances. When an order is
duplicated from one fiscal cycle into another, new encumbrances
are created. The fiscal cycle of the order must match the fiscal
cycle of the associated vendor and fund. Therefore, both vendors
and funds must be rolled over before attempting to rollover
orders.

Rollover orders to accomplish any of the following.
e To create encumbrances in the new fiscal cycle
e Toallow receiving of items in the new fiscal cycle

e Toallow invoicing of and paying for items in the new
fiscal cycle

There are three reports that control the rollover of orders.
¢ Rollover Basic Orders
¢ Rollover Dated Orders

o Rollover Recurring Orders
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Order Record Review

Each order record is comprised of order information and
attached orderlines. Each order record is connected to a
particular fiscal cycle, and to rollover an order record is to
duplicate the order and orderline information into a new fiscal
cycle. There is no connection in the database between the same
order in multiple fiscal cycles.

W |

| orderlines|

Order information

Order I0n PO-170
Library: ROCKEFELLR
Wendor 1D MTW

Dates

Date created: 3/2/2007
Date ready: 3/2/2007
Date to claim: NEWVER

Quantities summary

Quantity ordered; &
Quantity invoiced; O
Quantity paid: o]

Amounts summary

Ordered/not funded: $0.00
Invoiced/not paid:  $0.00

Display Order : Display Order PO-170; 2007; ROCKEFELLR; MTW

Fiscal: 2007
Crderlines: 2
Order type: FIRM..

Date modified: 3/2/2007
Date mailed: MNEWVER
Cate to cancel: NEWER

Quantity not received: &
Quanfity claimed; o]
Quantity canceled; o]

Funded/not invoiced: $158.82

Amount paid: 0.00
Total amount: $158.83 2 ®
Return to Ml Close
Search Search (b}

28

January 2008



Rollover Orders

Display Order : Display Order PO-170; 2007; ROCKEFELLR; MTW - O =

wiE| |

arder Orderlines'

Total Line [tems: 2; Total Copies Ordered: S

8| w| &

Line » Title Quantity |Received|Invoiced... Faid Farts In Set
1|The story of the &t. Louis Cardinals... . y
2 The St Louis Cardinals / by Mark s... 3 0 0 0]
Return to Mesti o
Search Search (b)

When you rollover an order record, it is affected in the following
ways.

e The rollover reports use the previous fiscal cycle’s order
ID, so that you can retrieve an order in multiple fiscal
cycles. When using the Duplicate Order wizard, you can
also assign the same order ID.

o Receipt, payment, claim, and cancellation information is
not duplicated in the new order record.

Note SirsiDynix does not recommend rolling over basic or
recurring orders that are invoiced, paid, received, or
loaded.

T —
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Rollover Basic Orders Report

The Rollover Basic Orders (Rollsingleord) report allows you to
select existing order lines in a specified fiscal cycle and duplicate
them to a new fiscal cycle, creating new orders.

To run the Rollover Basic Orders report

1. Select the Reports module toolbar.

2. Click the Schedule New Reports wizard ﬁE .Ifa
properties window appears, click OK to accept the

defaults.
Click the Acquisition tab.

4.  Select the Rollover Basic Orders report from the list,
and click Setup & Schedule.

5. Click the Order Type tab and make selections if
necessary.

6. Click the Old Fiscal Cycle tab and enter the value. This
is a required field.
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7. Click the Order Selection tab and make selections as
necessary.

Schedule Hew Reports : Schedule Rollover Basic Orders - 0O =

Crder Line Selaction | Mew Fiscal Cycle | Frint Grder
Basic | Order Type | Zld Fiscal Cycle Order Selection

Library: JARROWOOD %

Date created
Date modified

Cate ready

Date mailed

Cate to claim

B EE LT

Date to cancel

Mumber of line items

Mumber of copies received

Mumber of copies claimed

Mumber of copies cancelled

Mumber of copies paid

Mumber of copies inyoiced

Amount ordered
Armount funded
Amount invoiced

R B T EEEE LT

Total amount paid
Extended info

|
|
|
|
|
|
:|:=-D
Mumber of copies on order:|
|
|
)
)
)
)
)
)
)
)

&

Schedule | Fun Mow (b)) | Save As Template | Cancel |
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8.  Click the Order Line Selection tab and the following
window displays.

Schedule Hew Reports : Schedule Rollover Basic Orders = 0O =

Basic | order Tvoe | Cld Fiscal Cycle | Order Selection
Qrder Line Selection Mew Fiscal Cycle | Print Qrder

Library: JARR.OWQOD % =
Date ordered: | &
Date mailed: | &
Date to renew: [NEVER &
Renewal period. |

Mumber of segments: |

Mumber of copies: |

Mumber of copies claimed: |

Mumber of copies cancelled. |

MNumber of copies delivered: |

Mumber of copies holding dist: |

Mumber of copies funded: |

Mumber of copies received: |:D

A A A A

Mumber of copies invoiced: |:D

L

Schedule | Fun Mow (b | Save Az Template | Zancel |

9. Make other selections as necessary. The delivered
defaults select orders that are not received, invoiced,
paid, and loaded.

Mumber of copies received: =0
Mumber of copies invaiced: =0

Mumber of copies paid: |=0

(¢)(¢)[¢][¢)

Murnber of copies loaded: |=0

10. Click the New Fiscal Cycle tab and enter the new
cycle. This is a required field.
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11. Select the Print Orders tab and make necessary
selections.

12. Click Schedule to select a schedule and
printing/distribution for the report. Select the time to
run the report and the appropriate printing/distribution
option. Click Schedule. The Schedule Confirm window
appears. Click Schedule a New Report to return to the
list of templates.

-Or-

If the report is to run only one time, click Run Now to
accept the defaults and set the report to run ASAP.
Click Display Finished Reports to go to the list of
finished reports to view this report once it has run.

After Rollover Basic Orders

After the Rollover Basic Orders report runs, check the finished
report for errors. It is also recommended that you spot check
some of the order records in the new fiscal cycle. Use the
Remove Selected Order Lines report to remove the rolled over
orders from the previous fiscal cycle in batch.

Removing the old order lines will remove the on-order status
from the title in the online catalog and WorkFlows. Additionally,
removing these orders is necessary to disencumber funds and to
eliminate the “title already on order” status alert in the new
order. The selections in this report should mirror those used in
the Rollover Basic Orders report.

T —
January 2008 33



Acquisitions Rollover Training Guide

Rollover Dated Orders Report

The Rollover Dated Orders (Rolldatedord) report allows you to
select existing order lines in a specified fiscal cycle and duplicate
them to a new fiscal cycle, creating new orders.

To run the Rollover Dated Orders report

1. Select the Reports module toolbar.

2. Click the Schedule New Reports wizard JI]E .Ifa
properties window appears, click OK to accept the
defaults.

Click the Acquisition tab.

4. Select the Rollover Dated Orders report from the list,
and click Setup & Schedule.

5.  Click the Order Type tab and make selections if
necessary.

6. Click the Old Fiscal Cycle tab and enter the value. This
is a required field.

7. Select the Renewal Date tab and make selections.
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8. Click the Order Selection tab and make selections as
necessary.

Schedule New Reports : Schedule Rollover Dated Orders - 0O =

Basic | Order Type | Z|d Fiscal Cycle | Fenewal Date
Order Selection Order Line Selection | MNew Fiscal Cycle | Print Order

Library: jaRROWOOD 2
Date created: |
Date modified:

Date ready:

Date mailed:

Cate to claim:

& & @SS $

Date to cancel:

Mumber of line items: |>0

Mumber of copies on order:

Mumber of copies received;

Mumber of copies cancelled;

Number of copies paid.

Mumber of copies invoiced;

Amount ordered:
Amount funded:
Amount invoiced:

: EEEEEEREELEELE:

Total amount paid.

|
|
|
|
|
|
|
|
Mumber of copies claimed: |
|
|
|
|
|
|
|
|

&

Extended info:

Schedule | Fun Mow (b | Save As Template | Cancel |
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9. Click the Order Line Selection tab. The following
window displays.

Schedule Hew Reports : Schedule Rollover ated Orders - 0O =
Basic | Order Tvbe | Cld Fiscal Cycle | Fenewal Date
Order Selection Order Line Selection | New Fiscal Cycle | Print Order

Library: JARROWOOD 2 =
Date ordered %
Date mailed %

Fenewal period

Mumber of segments

Mumber of copies

Mumber of copies claimed

Mumber of copies cancelled

Mumber of copies delivered

Mumber of copies holding dist

Mumber of copies funded

Mumber of copies received

Mumber of copies inyoiced

Mumber of copies paid

L T TR R

Mumber of copies loaded
Multiple parts: © ves © No & Both

Part names: | &
Entry list: | &
Extended info: | &
Unit list price: | & =1

Schedule | Fun Mow (b)) | Save As Template | Cancel |

Note Because of the ongoing nature of dated orders, the
goal should be to rollover all the dated orders. To
exclude orders which have been cancelled, select =0
for the Number of copies cancelled.
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10. Click the New Fiscal Cycle tab and enter the new
cycle. This is a required field.

11. Select the Print Orders tab and make necessary
selections.

12. Click Schedule to select a schedule and
printing/distribution for the report. Select the time to
run the report and the appropriate printing/distribution
option. Click Schedule. The Schedule Confirm window
appears. Click Schedule a New Report to return to the
list of templates.

-Or-

If the report is to run only one time, click Run Now to
accept the defaults and set the report to run ASAP.
Click Display Finished Reports to go to the list of
finished reports to view this report once it has run.

After Rollover Dated Orders

After the Rollover Dated Orders report runs, check the finished
report for errors. It is also recommended that you spot check
some of the order records in the new fiscal cycle. To preserve
payment history for subscriptions and memberships, it is
recommended that the previous year’s dated orders be retained.
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Rollover Recurring Orders Report

The Rollover Recurring Orders (Rollrecurngord) report allows
you to select existing order lines in a specified fiscal cycle and
duplicate them to a new fiscal cycle, creating new orders.
To run the Rollover Recurring Orders report

1. Select the Reports module toolbar.

2. Click the Schedule New Reports wizard JI]E .Ifa
properties window appears, click OK to accept the
defaults.

Click the Acquisition tab.

4.  Select the Rollover Recurring Orders report from the
list, and click Setup & Schedule.

5.  Click the Order Type tab and make selections if
necessary.

6. Click the Old Fiscal Cycle tab and enter the value. This
is a required field.
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7. Click the Order Selection tab and make selections as
necessary.

Schedule New Reports : Schedule Rollover Recurring Orders - 0O =

Crder Line Selaction | Mew Fiscal Cycle | Frint Grder
Basic | Order Type | Zld Fiscal Cycle Order Selection

Library: JARROWOOD %

Date created
Date modified

Cate ready

Date mailed

Cate to claim

B EE LT

Date to cancel

Mumber of line items

Mumber of copies received

Mumber of copies claimed

Mumber of copies cancelled

Mumber of copies paid

Mumber of copies inyoiced

Amount ordered
Armount funded
Amount invoiced

R B T EEEE LT

Total amount paid
Extended info

|
|
|
|
|
|
:|:=-D
Mumber of copies on order:|
|
|
)
)
)
)
)
)
)
)

&

Schedule | Fun Mow (b)) | Save As Template | Cancel |
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8.  Click the Order Line Selection tab. The following
window displays.

Schedule MNew Reports : Schedule Rollover Recurring Orders - 0O =
Basic | Order Tvoe | 2ld Fiscal Cycle | order Selection
Order Line Selection | Mew Fiscal Cycle | Print Crder
Library: JARROWOOD & =
Date ordered: #
Date mailed: &

Renewal period,

Mumber of segments;

Mumber of copies;

Mumber of copies claimed;

Mumber of copies delivered;

Mumber of copies holding dist;

Mumber of copies funded;

Mumber of copies received;

Mumber of copies inyoiced;

Mumber of copies paid.

L TR

L R Ry hhe

|
|
|
|
|
|
Mumber of copies cancelled: |
|
|
|
|
|
|
|

Mumber of copies loaded;
Multiple parts: © ves © No & Both

Part names: | &

Entry list: | &

Extended info: | &
Unit list price: | 2 =

Schedule | F.un Mow (b | Save As Template | Cancel |

9. Make selections as necessary. The report defaults are
designed to only rollover the first orderline — the
template orderline.
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10. Click the New Fiscal Cycle tab and enter the new
cycle. This is a required field.

11. Select the Print Orders tab and make necessary
selections.

12. Click Schedule to select a schedule and
printing/distribution for the report. Select the time to
run the report and the appropriate printing/distribution
option. Click Schedule. The Schedule Confirm window
appears. Click Schedule a New Report to return to the
list of templates.

-Or-

If the report is to run only one time, click Run Now to
accept the defaults and set the report to run ASAP.
Click Display Finished Reports to go to the list of
finished reports to view this report once it has run.

After Rollover Recurring Orders

After the Rollover Recurring Orders report runs, check the
finished report for errors. It is also recommended that you spot
check some of the order records in the new fiscal cycle. Use the
Remove Selected Order Lines report to remove the rolled over
orders from the previous fiscal cycle in batch.

Removing the old order lines will remove the on-order status
from the title in the online catalog and WorkFlows. Additionally,
removing these orders is necessary to disencumber funds and to
eliminate the “title already on order” status alert in the new
order. The selections in this report should mirror those used in
the Rollover Recurring Orders report
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Duplicate Order Wizard

The Duplicate Order wizard is an alternative to the three
Rollover Orders reports. This wizard guides you through the
process of duplicating an existing order to a new order. Use the
wizard to identify a specific order by order ID, orderline, fiscal
cycle, and/or library. The specified order ID/orderline will
supply the default values for a new order and orderline

To use the Duplicate Order wizard
1. Select the Acquisitions module toolbar.

2. On the Orders group toolbar and select the Duplicate

¢

Order wizard

Duplicate Order : Ttem Search = 0O =
£ |FE Tl o= = |

Search for: l -] —
Index: Order D LI Type:

arder Line: x| | © Keyword
Fiscal Cydle: 2007 LI O Browse
Itern Library: ALL 7| | @ Exact
Acquisitions Library [aRROWOOD -]

Current Title:
Current Order:

BlUplicate Srder | Bizplay Al Cycles | Betailed Displa\jl Closel

3. Enter search criteria or click on Search to retrieve all
orders.
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4. Choose the order from the hitlist if necessary and click
on Duplicate Order.

Duplicate Order : Display Ordedine PO-4; 2007; ARROWOOD - 0 =
order Orderlines'

Total Line Items: 5; Total Copies Grdered: 8

8| w| %|

Lire Title Quantity | Received |Invoiced/N...[ Faid |Parts In Set

1|El birdos : the 1967 and 19¢ ot L.
2 The story of the St. Louis Cardinals...
3 Mational League Central / by John 5.,
4 The St. Louis Cardinals / by Mark 5...
5 The Curt Flood story @ the man beh...

= P =
oo o O
Lon i o I e e Y ()
oo o O

Duplicate Order | Close |

5. The Order and Orderline tabs appear. Verify this is the
correct order and click on Duplicate Order. The
following window displays.

Duplicate Order : Enter Order Information - O =
Creating Mew Order
new order ID; l j
vendor ID: BT &
Order type:  |FIRM j
Fiscal cycle:  |2007 j
Library: ARROWOOD
Add
order Cancel
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6. The Vendor ID and Order Type are duplicated from
the previous order. Enter a new order ID (usually the
same order ID as in the previous cycle. Defaults can be
set to use the same order ID). Choose a new fiscal cycle
and click on Add Order

7. The Modify Orderline screen displays. Make any
necessary changes to the information on the Orderline
and Segments tabs.

Duplicate Order : Modify Ordedine PO-4/1; 2008; ARRDWOOD - O =

| o | ¢ [ 4[|

Description: El birdos : the 1967 and 1968 St Louis Cardinals / Doug Feldmann, / Feldmann, Doug,
1970~
Status Alert: Title already on order

Title info Orderline | segments|

Orderline information —

Unit price:  [19.93 |

Quantity: |2
ISEN/ISSN:  [9780786429653 Parts in set: | @
Date ordered: 3/23/2007 Date mailed: |NEUER &

Additional Orderline Information

AEAES|

|caTaLoG# =

|oEsc = -

[INsTRUCT =

|sHIPTO |

[noTE = o
%g:n\ézzr Cancel Close (b) |
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8. Click on Save Your Changes. The following window
displays.

Duplicate Order : Duplicate Order PO-4; 200%; ARRDWOOD; BT - 0O =

o e

Order Orderlines'

Total: Orderlines 1; Quantity 2; Amount $39.98

| @] 1] @] wl

Title Line Quantity |Extended...| Funding |Distribution

El birdos : the 1967 and 1968 ...

M
Search (b

Save Your

ol Return to
Changes

Search lees

9. Use the Duplicate Orderline tool and repeat the process
to duplicate any other orderliness that have not been
received, loaded, invoiced and paid.

Duplicate Order : Duplicate Order PO-4; 2008; ARROWOOD; BT

o kel Bl

Order Orderlinesl

Total: Crderlines 1; Quantity 2; Amount $39.98

10. When finished with all of the orderliness on that order
click on New Search or Close.
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Remove Selected Order Lines Report

The Remove Selected Order Lines (Purgeorderlins) report
removes selected orders or order lines and should be run after the
Rollover Basic Order and Rollover Recurring Orders reports.

1 .
A Cautions

This report is password protected. If you do
not know the password, see your system
administrator. This report should only be run
after a full system backup.

The SirsiDynix Symphony 3.2 Workstation
server needs to be running to schedule and
run this report, or the report will fail. Do not
halt the SirsiDynix Symphony 3.2
Workstation server until the report displays
on the finished list

Typically, this report is run against orders in the old fiscal cycle
after the rollover reports are used to roll over basic and recurring
orders. In addition to removing the old on order status, in both
WorkFlows, as well as the OPAC, removing these orders in the
old fiscal cycle correctly disencumbers funds and eliminates the
“title already on order” status alert in the orders.
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Example:

If you were to look at this title it would appear to be in order.

Item Search and Display - O =

4 A fRE T8 ==

Search for: ISt. louig] ﬂ Search

Index: Title x| Type:

Library: ALL | | ® Keyword
O Browse

Current: Feldmann, Doug, 1970- --- E| birdos : the 1967 and 1968 St. Louis. .. O Exact

KEYWORD Title st louis, ALL: 13 records

Title Author PUb. Year |
The St Louis Cardinals Stewart, Mark, 1960- 2007 o
O'Hearn, Michael, 1972- 2007

El birdos @ the 1< 968 St Louis 2007
Total Cardinals Gillette, Gary. 2000
City schools and city politics @ institutio... Portz, John, 1953- 1999 =l

Description| Call Number/Itemn  Qpen Orders Informsak
Library ARROWOOD Distribution copies 2 ( Status CN-CRDER

Detailed Displayl Closel
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However, when you look at the detailed display you see that the
2008 order is closed/received and that the order from 2007 is
still open. This report will remove the order from 2007, since the
rollover duplicated it into the 2008 cycle so it doesn’t look like it
is still on order.

Item Search and Display = &=

Wi 525

El birdos : the 1967 and 1968 St Louis Cardinals / Feldmann, Doug, 1970-

Control | Bibliographic | MARC Holdings
Call Number/Item | Bound-with | Bookings Orders | Serials Ctrl | Selections
Mumber of records: 2

Order ID | Order line  |Fiscal cycle |Library Farts in set| Quantity

Quantity ...|Coverag...

FO-4 1 2008 ARROWD, 2 2
Display
Library: [Full access to all libraries =}
Orders type: |A|I LI

Return to Searchl Cisplay Holdingsl Closel

Note The Remove Selected Order Lines report is not run
after the Rollover Dated Orders report to allow
libraries to preserve payment history for
subscriptions and memberships by retaining the
previous year’s dated orders.
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To run the Remove Selected Order Lines report

The report should run once to remove the Basic Orders then run
a second time to remove the Recurring Orders. The criteria
should mirror the appropriate Rollover Basic Orders or Rollover
Recurring Orders reports.

1. Select the Reports module toolbar.

2.  Click the Schedule New Reports wizard ﬁE .Ifa
properties window appears, click OK to accept the
defaults.

3. Click the Acquisition tab.

4.  Select the Remove Selected Orders report from the
list, and click Setup & Schedule.

5.  Enter the report password.

6. Click the Order Selection tab. The following window
displays.

%chedule New Reports : Schedule Renwove Selected Order Lines = 0O =

Basic Order Selection | arder Line Selection| Print Grder]|

Library: JARR.OWOOD ¢ =
Fiscal cycle: | %
Type: | &
Cate created: |
Cate modified: |
Date ready: |

Cate mailed: |

Date to claim: |

G

Date to cancel: |

Number of line items: I %
Mumber of copies on order: | ®
Mumber of copies received: | % |

Scheduls | Fun Mow (b)Y | Save As Template | Cancel |
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The Fiscal Cycle field on the Order Selection tab
requires you to make a selection to run this report. Use
the gadget to make your selection.

This report will not remove any order lines that have
been invoiced or paid. Every order that has not been
invoiced or paid, if the report is run without making
additional selections, is removed. A list of the orders
and lines that were removed is printed in the report
output. By default, only basic order information appears
in the report output.

Note On the Order Selection tab, set the Number of Line
Items field to >0 to prevent the occurrence of the
following type of error messages.

**error number 111 on orderline start,
key=833 order=732 num=1 user=-833
cat=7198 seqg=1
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Test rollovers

Use list reports with selections that mirror those in the rollover
reports to determine which orders will be selected for the
rollover. Try the following list reports:

e List Vendors, Cycles
e List Funds, Cycles
e List Orders, Lines

If a test system is available that contains a reasonable reflection
of the data on the production system, it is recommended that
rollovers be attempted on the test system first.

If a test system is not available, tests rollovers can be achieved
on a production server by using a dummy fiscal cycle. Any five
digit number may be used as a test fiscal cycle.

Be sure that you can select the set of records you want to
rollover through tests before doing an actual rollover. It is
always recommended that you perform a full system backup
before attempting an actual rollover.
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Additional rollover information

o Rollover reports use the API server.

e The workstation server must be running when rollover
reports run.

e Aslong as invoices haven’t been created and payments
haven’t been made, the Remove Selected Orders report
can be used to clean up a botched rollover attempt.

¢ Rollover reports do not change records in the old fiscal
cycle. This is a safety mechanism that allows rollovers to
be attempted again if the first attempt is not successful.

e  After rollover, the previous fiscal cycle records can
continue to be used.

e To block further ordering in the old fiscal cycle, set
order allowed to no in the fund cycle records.

e To block further paying in the old fiscal cycle, set
paying allowed to no in the fund cycle records.

e If an order record is loaded, and that order record’s call
number is subsequently removed, the link remains for
the original order. However, a rolled over order cannot
establish a new link to that call number, because it no
longer exists. Therefore, the new orderline is created
without a link to a title. You may recreate the link in the
new order by using the order ID in the previous fiscal
cycle to determine the appropriate title.

e For more information on the rollover process, see FAQs:
Rolling Over to a New Fiscal Cycle with Reports in the
WorkFlows online help.
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