Horizon 
Basic Acquisitions
Acquisitions Overview
This guide offers a brief explanation of the steps necessary to perform basic Acquisition tasks. This workflow is a step-by-step approach, brief by design, and is intended to serve as a ready reference. Keep it by your computer to use in the event you need a quick refresher on how to perform a given task. 
Your system administrator (along with other necessary staff) creates the budgets, vendor records and connection information necessary for you to order, receive and pay for your items.  You can convey your orders and receive vendor responses manually or electronically.

Acquisitions is the work of obtaining materials for your library. This work begins when you identify an item you want to purchase and ends when that item is received, paid for, and integrated into your library catalog.
Horizon Acquisitions is a powerful, yet flexible tool that can be used by libraries of all types and sizes, using various acquisition methods. As you become familiar with Acquisitions and the Horizon system, you will discover how you can better set up and use Acquisitions to meet the specific needs of your library. 
This manual provides training on these topics:
· Creating Selection Lists

· Recording Purchase Requests

· Creating Purchase Orders

· Approving Purchase Orders

· Transmitting Purchase Orders

· Receiving Items

· Recording Statements
Selection Lists
Horizon lets you easily keep track of items you’re thinking of purchasing.  For example, you might want to create a manual list of items you see in a catalog, or you might download from a vendor selected items you want to consider buying.

You can use selection lists to track those for later review.  When you identify an item that you would like, you can keep the information about it in a selection list, or you can create a purchase request from the titles in the selection list. If you decide to buy a selection title or selection list of titles, you can create an order for them. If you do not buy items on a selection list, you can leave the titles on the selection list, make the list inactive, or delete the selection list.
Before you can use selection lists, your system administrator will need to set up your system. 

Assigning Titles to a Selection List:
Once your system administrator has set up your selection lists, you can now assign titles to them. (You can create your own selection lists from the Codes window when you assign a title to a list, but would need to log out of Horizon and back in to use them.)

You can assign titles to a selection list in three ways:

· When you are importing titles that you have downloaded from a vendor site, (Cataloging folder / Import), on the import screen, click on the codes button to the right of the Selection List field and choose the selection list you’d like these imported titles to populate.

· When you create a purchase request, you can assign each PR to a selection list of your choice.

If you have access to the MARC Editor in Cataloging, you can go to the control record and assign this title to a selection list of your choice.

You can also search and edit your selection lists. 

· To search for a particular list, go to Staff Searching (F2), choose the “Selection List” index and click on “Selections” button on the lower right of your search window. Highlight your selection list and click OK. You can now print this list, or send selected titles to your Purchase Request list or onto a Purchase Order.
To move a title from one selection list to another, simply reassign it to another selection list. You do this by going to the field where you assigned it to begin with, click the codes button, and choose a different list. (You can do this in the title record on the Purchase Request list, or in the control record of the MARC record in Cataloging).
Creating a Purchase Request from a Selection List

If you’ve imported records onto a selection list, or assigned them individually in Cataloging, you can now choose those titles you’re thinking of buying and send them to the Purchase Request list.

Follow these steps to create a PR from a selection list:
1. Press F2 to start a new search. 

2. Highlight the Selection Lists index and click OK.  Horizon displays a list window.
3. Highlight those titles you’d like to put on the Purchase Request list. Your selections from the list will look similar to this screen:
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4. Click the Send to button on the toolbar or press F10.

5. Highlight Purchase Request and click OK.

6. Your titles are listed on the Purchase Request window. If your library uses purchase requests, you can now review the purchase request and determine whether or not to send it to a purchase order.
Ordering Titles from a Selection List
You can send titles from a selection list straight to a Purchase Order.
Follow these steps to create a PR from a selection list:

1. Open the purchase order you’d like these selection list titles to populate.

2. Press F2 to start a new search.
3. Highlight the Selection Lists index and click OK. 

4. Highlight those titles you’d like to put on the Purchase Request list.

5. Click the Send to button on the toolbar or press F10. Horizon displays the purchase order you opened in Step 1 in the window:
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6. Highlight the Purchase Order listed in this window. (If it’s not listed, make sure you open it in the Acquisitions module first.)
7. Your titles will now be listed on the Purchase Order window as PO Lines:
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The Purchase Request

Libraries sometimes store requests to purchase items in various lists called “selection lists.” This optional PR step allows you to store your library’s requests onto the Purchase Request List. 
Purchase requests let you to attach your own distribution information to pull up various lists, for example, those requests made by an individual staff member, requests for a different collections, or requests for different departments, and so forth. 

Creating Purchase Requests

This optional step is not required by the Acquisitions module, but if you want to track various requests for items to add to your catalog, you can store them on this Purchase Request List. This list allows you to create, track, and review your requests.

Once you create the requests, if you decide to purchase them, you can “copy” them onto a purchase order. 

Follow these steps to create a purchase request: 

1. Click on New PR in the Purchase Request folder (in Acquisitions). Or, if your requested item already exists in your database, send the title from Staff PAC Searching (F2).
2. Complete the fields to create your new purchase request.
3. If you want to be able to pull up various “selection lists,” then when you create your request, assign it your desired categories (created and attached in the Categories group). Then search for that specific “list” by category.
4. If you complete the distribution pattern group, and choose to copy this request onto a purchase order, your distribution choices will move to the PO. This is a time-saving feature. 
5. Save your request. It looks similar to this screen:
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6. To create additional requests, click New and repeat.
Searching and Editing Purchase requests

You search for purchase requests with the Find PR option on the PR menu.
You can search for purchase requests by title keyword, status, category, and creation date. These options let you quickly generate a list of requests that match certain criteria. (For example, if you have defined a PR category for staff or patron requests, you can display a list of those titles.) Once you generate a list, you can print it, and review and update the items on the list as necessary.
Follow these steps to search for purchase requests: 
1. Start the Find PR process.
The default location of this process is the Acquisitions\Purchase Request folder on the navigation bar.

2. Highlight the index for Title Keyword, PR Category, etc. 
3. Review and update the requests as necessary:
Copying a Request to a Purchase Order

If you decide to buy a requested title, you can copy it to a purchase order. There are two workflows to this, depending on whether the request was made from scratch or sent from Staff Searching (F2).

Follow these steps to copy a request to a purchase order:
1. Make sure your purchase order is open.

2. Highlight the purchase request you wish to copy over.

3. If the request was made from scratch, go to PR on your menu bar and choose Copy PR(s) to PO.
4. If the request was sent from Staff Searching (F2), go to the yellow arrow Send to button (F10) and send it to your open PO. 
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5. You can then highlight this request on your PO and edit it to complete desired fields.

Deleting Purchase Requests
You can delete old purchase requests, as long as they weren’t copied over to a purchase order.

Follow these steps to delete a purchase request:
1. Highlight those purchase requests you’d like to delete.
2. Choose File, Delete. The system will display a prompt, asking you to verify your intention to delete the purchase request.
3. When prompted, click OK to delete the request.
The Purchase Order

In this chapter we introduce you to basic tasks related to working with your purchase orders. This workflow is a step-by-step approach, brief by design, giving you the fast track steps you need to perform a given task. This document is intended to serve as a ready reference. Keep it by your computer to use in the event you need a quick refresher on how to perform a given task.

The purchase order contains all the information you and the vendor need to order your item records.  You can create each purchase order from scratch, or use templates you create to speed the process.  

Creating Your Purchase Order
You create a purchase order by first creating a purchase order header and then adding lines for the titles.  

You can create a PO either from scratch (New PO), or by choosing a PO Header Template—one you’ll need to create by saving a previous header.  Below are steps for creating a PO from scratch.
Follow these steps to create a purchase order from scratch, first create the PO Header:
1. Start the New PO process.\(The default location is the Acquisitions\Purchase Order folder on the navigation bar.)
2. Assign the vendor for this new PO.  (If you don’t know your vendor code, you can enter an asterisk (*) to see them all, then choose yours from the list.)
Horizon displays the “Edit PO Header” window:
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Complete the fields. (For a description of each field, see “Edit PO Header Window” on p. A-12 of the Acquisitions Guide.)
3. Press Save to save the PO header.

4. Press Close to close the Edit PO Header window. You will now see your new purchase order. Now you can add your PO lines.
5. Should you need to edit header fields after you create the header, click the Header button on the bottom of the view.

Creating Purchase Order Lines
Once you’ve completed the PO Header fields and saved that record, Horizon displays your new PO. You can now add lines to this purchase order.

There are four ways to add PO lines to your PO:

· Create PO lines from scratch by clicking New
· Send titles from Staff Searching (F2)

· Send titles from a Purchase Request list

Import titles onto your PO from outside Horizon.
Before you order an item, you should search your catalog to make sure you do not already own the title.
Follow these steps to create a PO line from scratch:
1. Open your PO (created from the header record).
2. Click New to create a new PO line.

3. Complete the fields in the window. (For a description of each field, see “Edit PO Line Window” on p. A-19 of the Acquisitions Guide.)

4. Save the file. Repeat for any new PO lines.
Follow these steps to send titles from Staff Searching (F2) 
If you already have the title in your catalog, you can save time by sending the title information over from Staff PAC Searching.

1. Open your PO.

2. Click F2 to open up Staff Searching and find the title you want to buy.

3. Click your Send to button on your tool bar (F10) and choose your PO.

4. When this title appears on your PO, click Edit to complete the fields.
Follow these steps to send titles from a Purchase Request list:
If you have a request for a title on your Purchase Request list, you can copy it to your PO.

1. Have your PO open.

2. Find your purchase request on the PR list.

3. If it was created from scratch in the PR list, click PR on the menu bar, then choose Copy PR(s) to PO.
4. If it was sent to the PR list from Staff Searching, you can click the Send to button (F10) and send it to your open PO.

Follow these steps to import titles onto your PO from outside Horizon:
If you have saved titles onto your system (outside Horizon) that have been downloaded from a vendor or from an email, you can import them straight onto a purchase order.

1. Have your PO open.

2. Open the Cataloging folder and double-click Import. 

3. Click the File button to the right of the first field and when a view of your system opens up, double click the file/folder where you’ve stored the titles you want to import onto your PO.

4. To make sure these titles will be imported straight onto your open PO, click the Codes button opposite your Import Source field, highlight the import source of your choice and click the Edit button.  Go to the end of this record and find the section that says “Create Acquisitions Records” and click “Create PO Lines.” (This will make sure your imported titles appear on your open PO.
5. Save and close your Import Source record.
6. Close your “Code Lookup: Import Source” window.

7. Complete the rest of your import view and click OK.

To avoid order records replacing established bib records on import, your overlay settings should be Never (for bibs), Never (for authorities), and then uncheck the boxes labeled “Create new bib if not overlayed,” and “Create new auth if not overlayed.” 

8. Your titles will be imported and you’ll see them on your open PO. Click Edit to complete any necessary fields.
9. Highlight each PO line (separately or in groups as needed) and click Save.
Using PO Templates & Distribution Patterns
Horizon lets you choose from two tools that help you create purchase orders more quickly, efficiently, and with less room for error. These are PO Templates and Distribution Patterns for your PO Lines. 
A PO template is a saved set of PO header information. This template can also contain sample Distribution Patterns. To save time and effort, rather than creating each PO Header from scratch, you can save your common choices as templates and directly create new POs from them. You can save many different PO templates so that you can choose the one that best fits your needs at any given time.

You can use a PO Header record you’ve already saved, or create a template from scratch.
Follow these steps to create a PO Template from scratch:
1. Open the Purchase Order folder and click on PO Templates and click New.

2. Assign your new template a name and description. These should be useful to you when choosing one template from another. (For example, in the Description field, you might list the vendor, when the money moves to the spent column, and if you have the system create item records.)

3. If you’ve created some sample distribution patterns, you could assign one to this template.

4. If you want the chance to assign your own PO Number to the POs created from this template, then click the box to the right of “User Assign PO Number?”

5. The rest of the fields come from the PO Header record. Complete those that you want filled in.

6. Click Save to save the changes.

7. Click Close. You now have a template from which you can create new POs:
[image: image7.jpg]* PO Template
Termplate Descr
Distriution Pattern

User Assign PO Number?
Description

Vendor

Contract/Accourt

Note

Currency (i foreign)

Location

BaT

[Baker ana Tayfr Book Oraers

™

[Baker and Taylor Book Orders

Cades

Vendor

Codes

Cades

opsten |

g

Page





8. To use this template, simply highlight it, and click the Create PO button:
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Follow these steps to create a PO Template from a PO Header.

Once you’ve created a header for one of your POs, if you like those header choices and think you can use them for more POs, you can save that header as a template.

1. Choose New PO from your Purchase Order folder.

2. Complete the header information and save this record.

3. With this new header record saved and opened, simply click on PO on the menu bar.

4. Choose Save and give the PO template a name and description. You can also attach a distribution pattern.

5. You can also click the box to the right of the line: User Assign PO Number to Defaulted POs? This will allow you to assign each PO number created from this template, rather than have the system do it.

6. Once you’ve saved this header as a template, you can then choose to create future POs from this template by going to PO Templates from your Purchase Order folder.
Follow these steps when working with a Distribution Pattern:
A distribution pattern is a saved set of location, quantity, item, and other distribution information for a PO line. If you use a distribution pattern, Horizon automatically completes most fields in the Distribution group for a PO line. This pattern lets you save Quantity, Location, Shipping Address, Budget, Collection and Item Type.

If you use the same information for more than one title and don’t want to have to fill in this information each time from scratch, you can save your distribution pattern choices, name the saved record, and apply it to other titles.

1. Complete the fields in a distribution pattern group window for one of your PO lines.

2. If you want to save these choices to be able to apply them to other titles as well, then after you’ve saved this view, while you’re still in the record, go to your menu bar and click PO Line and choose “Save Distribution Pattern.”

3. Give it a name that will help you be able to apply it to other titles in the future. (For example, you might want to include in its name the quantity, location, and budget you selected.)
4. You can now choose the pattern you want in the upper right-hand corner, and apply it to any of your PO lines. 

Approving PO Lines
A PO line must be approved before it can be ordered. Depending on your System Administrator’s choices, you can either approve them yourself or have the system do it automatically for you. In basic training, we’ll assume the system is set to approve your PO Lines automatically. This means that as soon as you see your PO Lines on your PO, they have been approved.
If you chose in your PO Header to have item records created at PO Line approval, this means that when your lines have been saved onto your PO, the system will have created item records (and a short bib record) for each line. 
You could see these new records by going to Staff Search (F2) and going down to the Item Copy level to see the new items created by the system.

Again, if your system is set to automatically approve your PO Lines, then f you are seeing PO Lines on your PO, they have already been approved.

Transmitting your Purchase Order
After you’ve created your PO, added your lines, and had them approved, you can then send your PO to the vendor. You can do this in one of two ways. You can print out a hard copy of your PO and mail it to the vendor; or, you can send it electronically.

Follow these steps to transmit your order by mail:
1. To mail your PO to the vendor, highlight it from the PO list, or have it open, then click on PO from the menu bar. 
2. Choose Print PO(s) .

3. Select Negotiable Purchase Order. This will put a date under the Ordered column on the Item Detail window of the PO. The system does NOT consider the PO ordered until a date is listed in this column. 

4. Mail the PO to your vendor.
Your system administrator must make sure all required setup has been done for those vendors you wish to use. You will save your PO outside of Horizon onto your system in a file of your choosing. (It’s best not to save it in the Horizon folder.)
Follow these steps to transmit your order electronically:
1. With your PO open or highlighted in the PO List window, go to the menu bar and click PO.
2. Choose Create EDIFACT Order. This will bring up a view of your system, which is outside of Horizon. (If you choose BISAC, you can convey it to your vendor, but Horizon will not be able to process any responses.)
3. Decide where you want to save this order and name it. (It’s best not to save it in the Horizon folder.)

4. You can then send this file to your vendor using a variety of methods (such as FTP or e-mail.) The method depends on the arrangements you’ve made with your vendor. 

Invoicing and Receiving

In this chapter we introduce you to basic tasks related to working with your statement invoices. 

The basic invoice allows you to pay for the items you purchase. You can create your own invoices manually, or process the electronic invoices created automatically in your system when you retrieve, upload, and process vendor responses to your electronic order.

Manual Invoicing:

When you receive s printed invoice from your vendor for items on one or more of your purchase orders, you can create a corresponding invoice in Horizon that will track the movement of your money and update the status of your items.
Follow these steps to create a new invoice (to reflect the printed one from the Vendor): 
1. Click New Invoice from the Statement folder.

2. Choose the vendor for this invoice and then complete the fields to create the Invoice Header.
3. Now click the Candidates button to add the PO lines either of two ways:

· Mark Search to search for the lines

· Mark Vendor to display PO Lines from your vendor.

4. Highlight those lines you’ll be paying for. (The rest will disappear from this invoice when you Approve it—and go back into the pool of candidates to be listed on future Invoices.)

5. Click the Invoice button and it will move through your highlighted items. Choose the quantity and amount from the invoice in your hand. You can also mark the items received at this time.

6. Make sure your amounts balance, then click the Approve button. The uninvoiced lines will disappear from this invoice. It is now approved.

7. If another department issues the check, you can create a voucher for this statement.
Uploading Edifact Responses and Invoices: 
When you upload EDIFACT files, you are uploading them from your hard drive or a floppy disk to the Horizon database. You can upload any EDIFACT interchange file; however, Horizon can process only the order response and invoice messages in the interchange file at this time. If you have not already done so, save the EDIFACT interchange file to your hard drive or to a floppy disk so you can find it when you upload the file. (You save the file by detaching it from an e-mail message or by downloading it from a web or ftp site. For more information, see the user documentation that comes with these tools.)

Follow these steps to upload Edifact responses and invoices: 
1. Start the Upload EDIFACT Files process in the Acquisitions folder
2. Click the Files button. 

3. Find your file(s), and click Open.

4. Click the Upload button to upload these files into Horizon. (All files listed in this window will be uploaded.)

Processing Edifact Responses and Invoices: 
After you upload the EDIFACT interchange file to your Horizon database, you can have Horizon process the invoice messages in the file. When Horizon processes the EDIFACT invoice messages, it formats them like the Horizon statements on your system. You can then search for the statement and update it as necessary, then approve it.

1. Start the Process EDIFACT Invoices process (in the Statement folder.) Horizon displays a list of all uploaded invoice messages from the vendor(s).
2. Note the Reference numbers for the EDIFACT invoice messages you are going to process. (This is the vendor-assigned statement number. You will need this number so you can search for the new system-created statement, update it if necessary, and approve it.)

3. Highlight the message(s) you want to process and click the Process button. Horizon will then create these invoice messages. (They will be removed from this list window.)
4. You can now update these invoices (add budgets or extra charges, if necessary) and approve them.
Follow these steps to receive items separate from the Invoice: 
You can mark your PO Line items received when you invoice them on your statement (as shown in the previous section), or you can mark them received as soon as they arrive from the vendor. 

Follow these steps to receive your items as soon as they arrive from the Vendor: 
1. With the item in hand, click the Find PO by Line in the Purchase Order folder. 

2. Find this PO line by entering the title, ISBN, etc. 

3. Open the PO in the Receive mode, highlight your received items, and click the Receive button in the lower left.
4. Complete the fields to mark your item(s) received. 
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