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Acquisitions Overview
Overview of terms
Overview of workflow
Setting up acquisitions (Client)
On-order bibliographic templates
Fiscal Year & Funds 
Fiscal year
Funds (with Hierarchy)
Allocating funds
Fund management
Setting up acquisitions 
Import Profiles (MARC records)
On Order Item Templates
Suppliers
Creating
Editing
Purchase orders
Creating a PO manually and adding POLIs via: 
ISBN/Find tool
Z39.50/Find tool
Typing in a title
Updating the POLI and adding segments
Checking for duplicate segments
Creating a PO using bulk add
Releasing POs
Printing the PO and/or sending via EDI
Purchase Order Acknowledgments (POA)
Updating POLI statuses
Manual receiving and invoicing
Manual receiving and invoicing options
Receiving on the PO and copying to an invoice
Receiving on the POLI (splitting the 
POLI) and copying to the invoice
Printing Workslips
Undo receipt of a line item
Invoicing items that weren’t ordered
Including Titles
“Bulk” invoicing
Copying an invoice
Crediting /Credit Memos
Paying invoices
Header Chargers
Distribution of Charges
Undo invoice payment
Printing Invoice Summary
EDI Invoicing
EDI invoice defaults in System Administration (client)
Email
Auto-receive
Holding back partial shipment invoices
Advanced Shipping Notice (ASN)
Processing EDI Invoices
Preparing for EDI testing
Canceling
Canceling
[image: logo99gif]						        Training Agenda

[image: A black background with a black square]		 Polaris Acquisitions Agenda

Acquisition Functionality in the Client
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Fiscal Year Roll-over
Overview
Updating Currency Exchange
Overview
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