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1. Introduction 

Acquisitions Staff can use the Aleph Acquisitions/Serials Module to place orders, make 

payments, process claims and receive materials. 

This class documentation covers the following topics: 

 Pre-Order Searching 

 Layout of the Acquisitions/Serials Module 

 Monograph Order Creation 

 Standing Order Creation 

 Serials Order Creation 

 The Aleph Order Log 

 Processing Changes to Order Status 
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2. Pre-Order Searching, Identification and Preparation for 
Order 

To place an order in Aleph, a bibliographic record for the title must already exist in the system.  

Pre-order searching of the Harvard database is required in order to determine that a bibliographic 

record exists for the title. If a bibliographic record does not exist, a record must be created before 

the system will place an order. 

The creation and editing of bibliographic records is covered in the CATA: Creation and Editing of 

Bibliographic Records class. The document Creating Provisional Records may also be helpful 

and is located on the Aleph Documentation Web Site: 

http://hul.harvard.edu/ois/systems/aleph/docs/acq-ccreate_prov_bib_records.pdf 

Information about importing records from OCLC, the Resource files and other external catalogs 

can also be found in the CATA class and on the documentation web site: 

http://hul.harvard.edu/ois/systems/aleph/docs/train_cata.pdf 

The Search Tab provides complex search options to locate bibliographic records. The Tab also 

makes it easier to page through bibliographic records and return to search results. This class 

assumes that participants are familiar with the search tab and have taken the class STFS: 

Introduction to Aleph and Staff Searching..  

http://hul.harvard.edu/ois/systems/aleph/docs/acq-ccreate_prov_bib_records.pdf
http://hul.harvard.edu/ois/systems/aleph/docs/train_cata.pdf
http://hul.harvard.edu/ois/systems/aleph/f-training.html#STFS
http://hul.harvard.edu/ois/systems/aleph/f-training.html#STFS
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3. Layout of the Acquisitions/Serials Module 
 

 

 

 

 

 

Aleph Acquisitions/Serials Module 

 

Title Bar: Name of Module, Library and Server Information 

Menu Bar: Main menu options. When you press the <Alt> key, you will see an underline 

beneath a letter in each menu choice.  If you then press <Alt> + that letter, this will open up the 

menu choice. 

Serials bar: If you enter a search here, the result will display on the Serials Tab. Search by BIB 

title, ISSN, etc. Search results will open in the Serials Tab. Access the Serial Bar by clicking on it 

or pressing the <Ctrl> + 5 keys. 

Full Screen icon :  To the right of the Serial Bar is the Full Screen icon used to make 

window panes in the Search Tab larger.  See section 2.1.1 for more information.  The menu 
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choice for this icon can be found under the View menu.  The keyboard equivalent for this 

icon is <Ctrl> + J. 

Order bar: If you enter a search here, the result will display on the Order Tab.  You can search 

by Order No., BIB title, ISBN, etc.  Search results will open in the Order Tab. You can access the 

Order Bar by clicking on it or pressing the <Ctrl> + 6 keys. 

Clear Order/Serials icon : This icon is found to the right of the Order Bar and can be 

used to clear off an order from the Order Tab or a serial title from the Serial Tab.  Note that if 

you clear an order or serial before completing your work with it, you will not see a warning 

message and you will lose your data.  The menu choice for this icon can be found under the 

View menu.  You can set your own keyboard equivalent for this icon following the 

instructions found in section 9.1 of the STFS: Introduction to the Aleph class. 

Invoice bar: The Invoice bar allows you to search for an invoice by vendor code and invoice 

number, or to create a new invoice by entering a vendor code and invoice number information. 

This bar only works with the Invoice Tab.  You can access the Invoice Bar by clicking on it or 

pressing the <Ctrl> + 7 keys. 

Clear Invoice icon : This icon is found to the right of the Invoice Bar and can be used to 

clear off an invoice from the Invoice Tab.  Note that if you clear an invoice before 

completing your work with it, you will lose your data.  The menu choice for this icon can be 

found under the View menu.  You can set your own keyboard equivalent for this icon 

following the instructions found in section 9.1 of the STFS: Introduction to the Aleph class. 

Upper Pane: In the Acquisitions/Serials Module, you will see records in lists, (e.g. Order List, 

Items List, Check-In List, etc.).  You can access the Upper Pane by clicking on it or pressing the 

<Ctrl> + 2 keys. 

Horizontal Split Bar: You can make the upper or lower pane larger based on moving this bar.  

Note that there is no keyboard equivalent for the horizontal bar.  You must use the mouse to 

adjust the size of Upper and Lower panes.  Once you select the size of each pane, however, this 

will remain persistent until you change it. 

Lower Pane: The Lower Pane displays specific information about whatever is highlighted in the 

Upper Pane. For example, if an Order List is displaying in the Upper Pane, the Order information 

about the order highlighted in the Order List will display in the Lower Pane.  You can access the 

Lower Pane by clicking on it or pressing the <Ctrl> + 3 keys. 

Operations Bar: The Operations bar icons allow you to open up another module such as 

Cataloging or Circulation. 

Opens Module, Does not Push: Note that you cannot use the icons on the Operations bar 

to push a title into another module.  If you select another module from the Operations bar 

only the module will open, and you will need to search for a title in that module. 

Other icons on the Operations Bar: The bar also displays the icons to change your 

password/log in information and the library and languages icons.  The orange X  will 

close Aleph completely.  The operations bar will display server prompt messages such as 

"Processing request." 
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Vertical Split Bar: You can make the navigation pane larger or smaller by moving this bar. As 

with the horizontal bar, there is no keyboard equivalent for the vertical bar.  You must use the 

mouse to adjust the size of the Navigation pane.  Once you select the size of the pane this will 

remain persistent until you change it. 

Navigation Pane: This pane lists functions available on a particular tab and consists of Root 

(higher level) and Nodes (lower levels).  You can access the Navigation Pane by clicking on it or 

pressing the <Ctrl> + 1 keys. 

Root: Specific function on a tab.  Click to select a Root (or you can use <Ctrl> + <Alt> + 

letter found in brackets to select a Root. 

Nodes: Individual function below the Root.  Click to select a Node (or you can use 

<Ctrl> + <Alt> + letter found in brackets to select a Node. 

Main Tabs: Tabs that indicate specific functional areas within a module. Click to choose a tab 

(or you can navigate to each tab by using function keys--see list of function keys under View on 

Main Menu.) 

In Acquisitions, there are six tabs:  

Order tab : This tab is used for placing orders and recording monograph and 

standing order arrivals and claims.  To access the Order Tab, you can click on it or press 

the F2 key. 

Invoice Tab : This tab is used to create and review invoice information.  To access 

the Invoice Tab, click on it or press the F5 key. 

Administration Tab : This tab is used by authorized staff to create vendor records 

and by financial managers to create budget records.  To access the Administration Tab, 

you can click on it or press the F6 key. 

Order Index Tab : This tab is used for searching for orders using the Order Index.  

To access the Order Index Tab, you can click on it or press the F7 key. 

Serials Tab : This tab is used for processing serials receipts and serials claiming.  

To access the Serials Tab, you can click on it or press the F8 key. 

Search Tab : This tab is used to find bibliographic records.  To access the Search 

Tab, you can click on it or press the F9 key. 

The focus of this guide will be on the Order Tab, Search Tab and the Order Index Tabs.  The 

Arrival and Invoice Tabs will be covered in the ACQB class and the Serials Tab will be covered 

in the SERM and SERP classes.  
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4. The Order Tab 

The Order Tab is used to place all orders, regardless of physical format. The tab is also used to 

arrive and claim monographs and standing orders. 

4.1 The Navigation Pane 

To the left of the Upper and Lower Panes is the Navigation Pane that shows the functions 

available on the Order Tab. 

The first modes on the Order Tab are Functional and Overview modes. Use the keyboard 

equivalents <Ctrl> + <Alt> +1 (the number 1) to move to the Functional Node and <Ctrl> + 

<Alt>+ 2 to move to the Overview Node. 

 Functional Mode: The Functional radio button will be selected by default when you open the 

Order Tab.  This means that you are looking at the functions on the Order Tab.  

 Overview Mode: The Overview Mode will bring you to a display of the bibliographic, 

holdings, item and order information.  This is where you will push a title to another module 

such as Cataloging, Items or Circulation by clicking on the appropriate button on the right 

hand side (or choosing the <Alt> + the underlined letter on the button). 
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Overview Mode 

4.1.1 Interpreting the Overview Mode Navigation Pane 

 HVD01-[Aleph system number]: When this is highlighted, a display of bibliographic, 

holdings and call number information displays in the center pane. Print this display by 

putting the center pane in focus and hitting the <Ctrl>+P keys. 

 OBJECTS: Beneath HVD01 is a pyramid icon that represents the Aleph Digital Assets 

Module, or ADAM. Harvard does not use ADAM functionality. 

 HVD60: Displays all of the holdings records associated with the title. Beneath the 

holdings record is Barcode information for any item records that are linked to the 

holdings record. If you highlight any of the holdings or barcodes, you will see a display 

of that data in the center pane.  Use <Ctrl>+P to print this display. 

 HVD50: Administrative data including orders, subscriptions, items not linked to 

holdings, and loans made on the title. Click on a specific order, subscription, item or loan, 

to see more detailed information. Use <Ctrl>+ P to print this information. 

The buttons on the right hand side of the Overview allow moves the title from the Order Tab to 

another part of Aleph. The buttons on the right are: 
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 Catalog Record button: Click on the Catalog Record Button (or press the<Alt>+C 

keys), to open the Cataloging Module in the Record Tab:   

o To open a holdings record in the record tab, highlight a holdings record on the 

Navigation Pane under HVD60 on the left hand side of the Overview Node and 

then click on the Catalog Record button. 

 Items Tab: The Items Tab button opens the record in the Items Tab in the Cataloging 

Module. The Items List will display and to create or edit item records.   

 Circulation: This button will open the Circulation Module and the title will display on 

the Items Tab in the Circulation module. 

 ILL: This button will push the title to the Interlibrary Loan Module. Not in use at 

Harvard. 

 Order Tab: Returns to the Functional Node on the Order Tab 

 Serial Tab: This will open the title in the Serials Tab in Acquisitions. Type the F8 

function key to move the title to the Serials Tab. 

 Push to Search button: Push to Search button opens the Search Tab in the Acquisitions 

Module. 

4.2 Roots and Nodes on the Navigation Pane 

The first Root you will see underneath the Functional and Overview modes is the Order List 

Root.  To select the Order List Root, click on it on the Navigation Pane or press the <Ctrl> + 

<Alt> +L keys.  

The Order List root will tell you how many orders are attached to this title in the parenthesis 

following the Order List.  The Order List shows all orders linked to a particular administrative 

record [to which, in turn, the bibliographic record is linked].  Note that there will always be an 

Order List even if there are no orders. Each row on the Order List represents an order. The 

Order List shows selected order information in columns. 

You can see the complete order information arranged in another way (horizontally) by 

highlighting the order and right clicking on it. You can see the full order information by 

highlighting the order on the Upper Pane which will then display the Order Record on the 

Lower Pane. 

 

Order Tab, Upper Pane: Order List 
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You can navigate to other orders on the Order List by clicking on another order in the Upper 

Pane or pressing the <Ctrl> + 2 keys to move to the Upper Pane, and then the down arrow keys to 

select a specific order. 

Lower Pane Display: In the Lower Pane, you will see a 4-tabbed display of order information for 

the highlighted order.  You will see no display in the Lower Pane if there are no orders associated 

with the title. 

The second root on the Navigation pane is the Order Root which shows the details of the order 

highlighted on the order list. More specific information about the order is listed below the Order 

Root.  The Nodes include: 

o Encumber: Clicking on Encumber will show the budget to which this particular 

order is encumbered.  You can change the encumbrance from this Node.  For 

more information about adding or changing an encumbrance to an existing order, 

see section 5.7. 

o Invoice: This node will show you invoice information related to this particular 

order. 

o Arrival: This node will show you the arrival status of this particular order.  (0/1) 

indicates that 1 copy has been ordered but none have yet been received.  (1/1) 

indicates that 1 copy has been ordered and received.  Arrivals will be covered in 

the ACQB class. 

o Items/Subscriptions: In the case of a Monograph or Standing Order, this node 

will show you item record information about these orders.  In the case of a Serial 

order, this node will show you subscription record information about the serial 

order.  Monograph item creation by Aleph is covered in section 5.6.1.  Creating 

and editing items for standing orders will be covered in the ACQB class.  

Creating and editing subscriptions will be covered in the SERM class. 

o Claims: This node will allow you to send a manual claim.  If you have made a 

claim on the order previously, you will the number of claims and the date of the 

last claim in parentheses. For more information about claims, see section 8. 

o Order Log: This node will show you the Order Log, which will be discussed in 

more detail in section 8.2.  If you have any action dates associated with an order 

log entry, you will see the earliest action date in parenthesis next to the Order 

Log Node. 

 Bibliographic Info: This Root will bring you to a display of bibliographic record 

information, which you can use to verify that this is in fact the correct. 

 Triggers: Triggers are not in use at Harvard. 
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Order List on Order Tab 

Individual Library Order 

Highlighted on Upper Pane 

 

Details of highlighted order 

(encumbrances, arrivals, 

invoice payments, items, order 

log) can be found under the 

Order Root-click on each node 

to find more information. 

 

Order form of highlighted order 

displays in Lower Pane 
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4.3 Order List Columns 

The information displayed in the Order List header on the Upper Pane can be customized to suit 

the needs of individual ordering units. You can display the Header Configuration window by 

right-clicking on any column heading on the list. 

 

Order List Header Configuration Box 

This shows the list of column headings that are available; those that have been selected for 

viewing are checked. Headings can be added/removed from the display by checking/un-checking 

the boxes next to them. Drag the divider between the column headings in the desired direction to 

change the width of columns. 

4.3.1 Order List Column Headings 

Order No.: System assigned, followed by a dash number (sequence number) 

Order Unit: Unit which placed the order and to which the item should be shipped and billed. One 

library can have several order units: i.e. one deals only with monographs, another with serials, 

etc. 

Order group: A free text field used by some libraries for reporting purposes. 

Sublibrary code: The sublibrary unit for which the item is acquired. 
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Collection code: Collection within a sublibrary for which the item is acquired., i.e. GEN for 

general, etc.  
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Status: Status of the order.  The following statuses can appear:  

N - New 

RSV – ready to be sent to Vendor 

SV - sent to vendor 

DNB – delayed no budget/fund, etc. 

LC: Library cancelled 

VC: Vendor canceled 

CNB: Canceled, no budget 

REJ: Rejected 

RET: Returned 

CLS: Closed 

Status date: System assigned, changes when order status changes. 

Arr St: Arrival (receipt) status of the order.  There are three possible values: 

None: No arrivals yet processed  

Ptl: Partial Arrival 

Cmp: Arrival complete 

Inv St: Invoice status: i.e. None – none received, etc.  There are three possible values: 

None: No invoice yet processed  

Ptl: Partially paid Arrival 

Cmp: Invoice processed in Aleph 

Type: There are three types of orders: M–monograph, S–serial, O–Standing order 

Budget: Budget encumbered. An * [asterisk] following the code denotes that multiple budgets 

have been used on this order [e.g. cost of an item split between 2 budgets, etc.] 

Claims: Number of claims issued for this item 

Vendor: Vendor code 

Local price: Price in USD 

Enc/Active Amt: Encumbered amount 

User ID: Not used at Harvard; ignore 

User Name: Not used at Harvard; ignore 

Euro: Not used at Harvard, ignore 
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4.3.2 Order List Buttons 

The buttons to the right of the Order List: 

Add: Creates a new order form. 

Duplicate: Create a new order by copying some information from an existing order. 

Delete: Authorized users can use this button to delete an order. Most users are not authorized to 

delete orders. You should mark the order as closed or cancelled.  

Print/Cancel: Print order record information to send an order/cancellation letter to vendor. 

Changes status of the order on the Order List.  

Send: Sends/prints/queues order, depending on configuration set in vendor record; changes status 

of the order on the Order list to SV (sent to vendor) or RSV (ready to send to vendor). If the order 

cannot be send because the budget cannot be encumbered the status will be changed to DNB 

(Delayed No Budget).  

5. Creating a Monograph Order 

There are 3 types of orders in Aleph: Monograph, Serial, and Standing Order. Note that these 

order types do not necessarily match bibliographic formats. 

In Aleph, a Monograph order is a one-time (or unitary) order.  You can place a monograph 

order for a single serial issue (replacement or a sample issue), or for a multi-volume monograph 

published in a single year. 

To add a Monograph Order: 

1. Click the Add button on the Upper Pane to call up the Order Type window. The choices 

listed here (Monograph, Standing Order, Serial) control the display of some fields on the 

Order Form itself. ―Monograph‖ will be selected by default. 

Order Type Selection Box 

2. Click on OK.  The Upper Pane will gray out and the Lower Pane will open to Tab 2, the 

Order Information tab.  This is where you will start to enter Order Information. 
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Monograph Order Form-Tab 2 

Tab 2: Order information. Tab 3: Vendor information. Tab 4: Quantity and price 

Once you have created your order, you will be able to see and print a display of the Order form 

information on Tab 1, Order Display. 

To move between the tabs: click on their headers, or, type the ALT+ 2 keys to move to 2
nd

 tab, 

and the ALT+ 3 keys to move to the 3
rd

 tab, etc.  Note that the Lower Pane must be in focus in 

order for the keyboard equivalents to work. 

On the right hand side of each tab of the Order Form are 4 buttons: 

 Add: Files order for sending. This should be used last, after the order has been checked 

for any possible mistakes, omissions. 

 Save Def.: Used to save Order Defaults. This is useful if you are creating many orders 

with the same characteristics. Defaults are saved on C: drive until deleted.  For more 

information about saving Order Defaults, see section 5.5. 

 Refresh: Checks for errors/omissions and generates error messages. Should be used only 

when on the 4th[last] tab. 
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 Cancel: Cancels the work done on the order thus far. 

5.1 Order Form Tab 2 – Order Information 

The Order Information tab is used to indicate the material type (physical format) of the order, 

identify the library and order unit that is making the order, indicate how the piece is being 

acquired (purchase, gift, exchange, etc.) and provide receipt information for staff that will process 

the arrival. 

The Order Information tab contains many dropdown lists that contain system-supplied, 

predefined codes (information). To open, click on arrow at right end of the window, or hit the F4 

function key.  Choose codes by double clicking or using the down arrow key to highlight a choice 

and hitting the Escape button to select. To exit the windows, click the Escape button. If you 

know the code you wish to enter, you can type it in [in capitals]. 

 
Monograph Order Form Tab 1 Filled In 

Fields on the Order information Tab 

 Order Number 1: System-supplied: Order sequence number.  Users should not change 

this order number. 

 Order Status: Will say NEW at the point of order creation; it will change as the order 

status changes (i.e. from New to SV [sent to vendor]).  It is linked to item status changes 

and to Status Date. Note that orders should NOT be left at status NEW. 

 Order Number 2: Blank for new order. May contain old order numbers for converted 

orders.  

 Order Number 3: Blank for new order; May contain even older legacy "CAPS numbers" 

converted from the prior system for some orders.  

 Order ISBN/ISSN: A drop-down list that contains the ISBN/ISSN number(s) pulled 

from the bibliographic record. If the field is blank it is possible to enter the number in the 

Order Form Tab 2 
 

Required fields: 

Material Type 

Sublibrary 

Order Unit 

Acquisitions Method 

 

Optional: 

Order Group 

Library Note 
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order record. NOTE: any ISBN/ISSN number entered from the order record will not 

appear in the bib. record. (Best practice: enter all ISSN/ISBN numbers in the bib record.)  

The first ISSN/ISBN number that appears in the bib. record will display in this field. 

Check that the correct ISBN/ISSN number appears in this field. 

 ERM ID: Not in use at Harvard. 

 Open Date: Creation date of an order. This field is system-supplied. 

 Order Group: Free text field that can be used for library-specific coding. 

 Order Date: Push the ―send‖ button or change the status to SV and the system will 

populate this field automatically. 

 Status Date: Linked to Order Status changes. Indicates the date of last status change. 

 Material Format: Chose between print and electronic. Not is use at Harvard. 

 Material Type: Drop-down list includes general and more specific types, i.e. 

monographs, video-recordings, etc.; use determined by local practice. This is NOT tied to 

bibliographical format.  It is primarily used for reporting and is a required field in the 

order record. 

 Sublibrary: 3 letter codes for individual libraries. Will see all sub-libraries in the drop-

down list. Aleph allows users to save a sublibrary as the default.  Note that the listing of 

libraries on this list is alphabetically by the name of the library, NOT the sublibrary code. 

 Order Unit: Designates the unit responsible for the order. This code contains 3-letters, 

and 2 numbers that indicate who ordered the item as well as its shipping and billing 

address.  

 Acquisitions Method: Select how the item will be acquired from the drop down list: P 

for Purchase, G for Gift, etc.  

 Initiator ID: Not in use at Harvard 

 Initiator name: Not in use at Harvard 

 Action: Not in use at Harvard. 

 Approver ID: Not used at Harvard 

 Library Note: Internal note; pops up when title is recorded as ‗arrived‘.  Can be used to 

record ―notify‖ information (i.e. patron‘s name & e-mail address, etc.).  The Note can 

also be used for special processing instructions.  Information entered into the Library 

Note does not print on order.  
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5.2 Order Form Tab 3: Vendor Information 
 

 

 

 

 

Monograph Order Form Tab 3 

Vendor Code: select the vendor for the order. Search by vendor name or code using the drop 

down list. If known, type the vendor code in the field. The Vendor Name, Order Delivery Type, 

Letter Type, Delivery Type and Send Letter By fields will all be populated with values from 

the vendor record.  Override these values by selecting the arrow next to the appropriate field. 

The Claim Date field is an optional field that allows users to set an explicit claim date.  The 

system will add a date to this field AFTER the order is saved according to the number of days 

designated in the Vendor Record. 

To permanently change the value of a default setting in the vendor record (e.g., you always want 

to send a List Order to a vendor instead of a single letter each time you place an order with this 

vendor), create an Order Unit Vendor Record and set the desired value for your sublibrary/order 

unit.   

Selecting a vendor 

Click on the drop down list next to Vendor code field; the Vendor list displays. The header 

indicates if the list is, or is not, filtered. If the list is NOT filtered all vendors will appear. 

 

Order Form Tab 3 
 

Required: 

 

Select Vendor from vendor list 

 

Once Vendor is selected: 

Vendor name, Order Delivery type, Letter Type, 

Delivery Type, Send Letter Type fields will all 

fill in with values defaulted from the Vendor 

Record 

--You can override these values by selecting the 

appropriate drop down list. 

 

Optional: 

Vendor Reference 

Vendor Note 

Vendor Contact 

Claim Date [will default to value from vendor 

record after order is saved if you do not change] 

Batch Claiming 

Rush 
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Vendor List - Not Filtered 

This list can be sorted and searched by either vendor name or vendor code: 

Select Name or Code 

1. Fill in the search term in the Enter Starting Point field [beginning of the code, or the 

Name].  

2. Hit Enter. A list of vendors‘ names/codes beginning with the given starting point will 

display, i.e. Black Oak, Blackwell, etc. 

3. Highlight your vendor and click Select. Aleph will add all vendor related information in 

the appropriate fields on the order form. 

Search for vendors using the Keyword search button on the main form. Enter keywords such as 

Yankee, Otto, Karno, etc. to find vendors if you know partial information about a vendor.  
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Vendor List: Keyword Search 

Filters: 

Use filters to narrow your vendor search. 

Vendor List Filters 

 

Fields on Tab 3 

 Vendor Code: Unique code for each vendor  

 Vendor Name : System-supplied from vendor record 

 Vendor Reference: Catalog number, other citation info. 

 Vendor Note: 1
st
 of 3 notes to the vendor; notes print on the purchase order 

 Vendor Contact: System-supplied if in the Vendor record; can come from local vendor 

record if there is one; can have multiple contacts in dropdown list; can be typed in, will 

print on order form. 
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 Order Delivery Type: System-supplied, specifies format for sending purchase order; 

order can be sent in a list [LI] or as a single letter [LE].  This can be overridden, but only 

with a code from the list. 

o When the list [LI] option is chosen, all of the orders sent to a particular vendor 

will be printed later using the Task Manager function found under the ALEPH 

menu.  A designated staff member will be able to print a list of the orders to a 

vendor. 

 Delivery Type: Defaults from vendor record; specifies how the material is to be 

delivered/shipped (surface, airmail, etc.); can be overridden with info from the dropdown 

list. Also works with the vendor record to calculate the claim date.  

 Claim Date: Works with the vendor record to calculate date. Based on an estimated 

arrival time of items ordered [date of order + delay]. Can be overridden: click once on 

date in calendar in window/typed in. [If supplied by the system: for now set for 90 days 

for all vendors]. Will display only after the order has been sent. 

 Rush: If checked, prints ‗Rush‖ on the order. Pops up when the ‗arrival‘ of the ordered 

item is recorded.  Rush Orders can be searched in the Order Index. 

 Letter Type: Linked to Order Type form. Choose between print and/or email. 

 Send Letter By: How purchase order will be sent: print or email. 

 Batch Claiming: Activates automatic claim memo creation (as claim date comes up).  

For more information on batch claims, see section 8.1.4. 

5.3 Email Orders in Aleph 

To send email orders in Aleph see the documents entitled Email Letter Orders in Aleph and Email 

List Orders in Aleph for instructions on placing email orders.  These documents are located at the 

Harvard Aleph documentation site http://hul.harvard.edu/ois/systems/aleph/doc-

acq.html#Ordering.  

Note the following requirements for sending email orders: 

 The vendor must have a valid email address 

 Configuration of your desktop may be required so vendors can contact you via email 

 Once you send an order by email, you can not retrieve a copy of the email order. 

 

http://hul.harvard.edu/ois/systems/aleph/docs.html#acqfin
http://hul.harvard.edu/ois/systems/aleph/docs.html#acqfin
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5.4 Order Form Tab 4: Quantity and Price 
 

Monograph Order Form Tab 4 

 

Fields on the Quantity and Price Tab 

 Number of Units: Number of copies on order and determines the number of items that 

will be created. NOTE that if ordering 1 [one] copy of a 3 volume set, the number in this 

field should be 1. 

 Unit Price: Price per copy quoted by the vendor. NOTE: if in currency other than $ 

[USD], appropriate code must be selected in the Currency field. 

 Total Price: System-calculated, after this tab is filled in & Refresh button clicked 

 Quantity Note: 2
nd

 of 3 notes to vendor; prints on the order 

 Create Item Records: Creates items at point of order. Item records show the order‘s 

status (e.g. ordered, bindery, etc.). Best practice: create items at point of order. Note: 

create item records box is checked by default.  

 Item Collection: Displays the name of collection the item(s) belong to in a sublibrary 

e.g. GEN, HD, REF, etc. This field disappears after OK is clicked and the order is filed. 

 Currency: Defaults value supplied from the master vendor record. 

 List Price: System-calculated. 

 Terms Sign +/-: Set to 0 in the master vendor record. Can be set by local order unit 

vendor record.  

 Terms % : Not used at Harvard 

 Final Price: System-calculated 

Order Form Tab 4: 
 

Required: 

Number of units 

Unit Price [if paying for piece] 

Keep Create Item Records box 

checked 

Encumber Budget [if paying for piece] 

 

Optional: 

Quantity Note 

Item Collection 

Price Note 
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 Local Price: Local [US] price in $ [USD] 

 Price Note: 3
rd

 of 3 notes to vendor; will print on order 

 Encumber Budget: Displays budget/fund. Used to encumber a budget at the point of 

order (see section 5.4.1 below). This field disappears after the order has been filed [OK 

button clicked] but can be changed if necessary using the encumber budget node in the 

navigation pane.  

5.4.1 Selecting and Encumbering a Budget (Fund) 

1. Click on the dropdown list next to the Encumber Budget field and the Budget List form 

appears. 

 

Budget List 

From the Budget List, search for a budget by:  

 Filling in the first few digits of the budgets/funds in the window: Enter starting point 

and type the enter key. Press the select button to choose the budget.   

 Using the Keyword button on the right [enter the budget/fund name, partial name, etc.]  
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Budget List Filters 

 

Budget List Filters 

 

The Budget List header will indicate if it has been filtered or not. If it is not filtered it will 

display all budgets in a dropdown window. Check the view only authorized budgets to see 

budgets assigned to the user‘s Aleph login.  

You can also filter the budget list by clicking on the Filter By button and choosing values for: 

 Order unit. Choose the order unit that will pay for the order. Users can see other unit‘s 

budgets but cannot select them. 

 Activity status (active/inactive) 

 Year (current fiscal year) 

 Check “View Only Authorized Budgets” box to see only those that your unit is 

authorized to use (this will be tied to your login ID and for most units may be the 

simplest way to narrow down the search). 

 

Budget Lists Filtered 
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 Filter List by Keywords 

Budget List Keywords 

   

Enter keyword(s) and type the enter key to search by keywords. Highlight the appropriate budget and 

type the select button to choose the budget.  

5.5 Saving Order Defaults 

To save set values in the Order Form for use in subsequent orders save the order defaults.  For 

example, save the appropriate sublibrary code, Order Unit, vendor information, library note 

information and budget information to avoid typing these values for every order. 

Enter the information in the fields you wish to save and then press the Save Defaults button.  The 

system will ask you to confirm that you want to save defaults: 

Saving Order Defaults 
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Only the following values will save as defaults: 

 Order Group 

 Material Type 

 Sublibrary 

 Order Unit 

 Acquisitions Method 

 Library Note 

 Vendor 

 Vendor Reference 

 Vendor Note 

 Number of Units 

Select a budget and the system will then ask to save that budget as a default: 

 

Save Budget Defaults 

The system will also ask to verify whether or not the collection code should be saved as a default.  

To clear order defaults, click on the ALEPH menu and choose Delete Order Defaults from the 

menu. 

5.6 Filing and Sending an Order 
 

1. Click on Refresh. This will recalculate all prices if more than 1 copy is ordered and fill in 

Total Price and Local Price fields. This will also check for errors. If there are 

errors/omissions, error messages will appear in yellow balloons. If there is more than one 

mistake on the order form, the error messages will display sequentially. Do not click on OK 

before all errors are corrected. Order will not be queued/filed if errors remain uncorrected. 
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Error Message 

2. Correct the errors and click the Add button on the Lower Pane to file the order. 

If the order is ok, the order will appear in the Order list on the Upper Pane.  The Order Form will 

remain on the Lower Pane.  Note the display of Order Status on Order List (status NEW, Order 

type M, etc.) 
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Order List with New Order 

To send the Order: 

If you would like to see a preview of the letter before you print: 

1. Right-click on the print configuration icon located on the Operations Bar at the bottom 

right-hand corner of the window . 

2. Change the print options from Normal Printing to Preview 

 

Print Configuration Options 

This will allow you to see a preview of the form before you send it.  NOTE: DO NOT use Print 

Preview if sending an email order.  It will PREVENT the email from being sent. 

You can send an order by choosing one of the following methods: 
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1. Click on the Print/Cancel button to display the Print Type form.  

Print Type Form 

You can print the Order Information form, send order to vendor directly or send an order via 

email if your vendor is set up to receive orders that way 

2. Clicking on the Send is the standard way to send an order. This action will either print the 

order or, in the case of a list order, queue it for sending to the vendor. 
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Print Preview of Order 

 

Order list status:  

The status listed in the Order List, will change from New to RSV (Ready to be Sent to Vendor), 

or SV (Sent to Vendor), according to values in Order Delivery Type.  LI or list orders will have 

the value of RSV and will be available for batch printing the next morning and LE or letter  

orders will have SV (sent to vendor) (e.g. the system assumes that as soon as it prints the order 

letter it will be mailed to the appropriate vendor). Note that it is very important that the order 

status is NOT left as NEW. Leaving the order status set to NEW does not encumber the order 

from its assigned budget and can cause problems with monograph/serial claim reports.  

 

 

Order Status change from 

New to SV 
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Order List-Order Sent; Status Changed 

If you look at the Navigation Pane, you will see that the Order Root is now populated with the 

order number of your order, the vendor code and the order status.  Underneath the Order Root, 

you will see a number of Nodes that will give you specific information about this order, including 

encumbrance information, any invoices that have been paid, arrival status (0/1) means that no 

arrivals have been processed, item record information, claiming information and the order log. 

 

Order Root on Navigation Pane 

5.6.1 Item Record Creation 

With monograph orders, the system will create an item record at point of order (unless you 

uncheck the Create Item Records box at time of order).  The Item Record is the record that tells 

the public that the title is on order for your library.  To see the item created by the order: 

1. Click on the Items/Subscription Node to check that an item record has been created as a 

result of placing the order (note Item Processing Status). 

Order Root on Navigation 

Pane: Order number, Vendor 

and Order Status matches to 

order on Order List 
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Item List of Order 

The system will keep the OR status until the monograph order has arrived.  When users ―arrive‖ 

the monograph, the system will automatically change the status to RE, Ordered Received. 

5.7 Add/Change Encumbrance after an order has been created  

If you create an order and no budget/fund has been encumbered, the order can still be filed and 

queued for sending by clicking on the Add button.  

When you click the Send or Print/Cancel button to send the order, you will receive the following 

error message: 

No Budget Allocated Message 

However, the order status on the Order List will be DNB [delayed, no budget] and the order will 

NOT be sent. 

 

Item Record Created at 

Point of Order by Aleph 

 

Status: On Order 

 

Item Process Status: OR for 

On Order 

Items/Subscription 

Node Selected 
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Order DNB Status 

If you try to add the budget by clicking on the Lower Pane and returning to Tab 4 of the Order 

Form, you will see that the system has removed the Encumber Budget field from the Tab.  

If you wish to add or change a budget encumbrance: 

1. On the Navigation Pane, click on the Encumber Node or press the <Ctrl>+<Alt>+E keys on 

your keyboard. To the right, an encumbrance form displays: 

 
Encumbrances for Budget Window 

Encumber Node on 

Navigation Pane 
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If a budget has been assigned and needs to be changed, the original budget encumbrance will 

display in the upper window.  If no budget was assigned, the form will appear empty. 

To change an existing budget/fund encumbrance 

1. Click on Delete Budget to delete an already allocated budget (Note that this only deletes the 

encumbrance on this order; it does not delete the budget itself). 

2. To select a new budget, click on the dropdown list next to the Budget Code to Add field.  

3. The Budget List will re-display and you can select from the list: highlight the desired budget 

by clicking on Select (it will be possible to view only authorized budgets).  Or, apply filters 

as before.  

4. The budget number will appear in the Budget Code to Add field.  

5. Click Add budget.  The Budget will be added to the top of the window: 

 

Budget Encumbrance Added to Order 

6. Click on the Order List Root from the Navigation Pane to redisplay the Order List. 
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7. Click on Send 

This procedure can be also used to split the cost of an item between two or more budgets/funds at 

the point of ordering. Use percentage field to split encumbrances. 

5.8 List Orders 

In addition to sending orders one at a time, you can also create list orders that will bring together 

multiple orders to a single vendor and send one list of orders to that vendor. 

Creating a list order is very similar to creating a single order with some slight differences. 

To create a list order: 

1. Fill in Tab 2 as you would for a single letter order 

2. On Tab 3, select LI from the Order Delivery Type field.  It is also possible to set LI as a 

default for your vendor if you use an Order Unit Vendor Record  

3. When you select LI from the Order Delivery Type field, you will see some fields disappear 

from Tab 3: 

 

LI Chosen from Order Delivery Type field 

The Send Letter By field and the Letter Type field disappear from the display.  This means that 

the order will be added to a list of orders for that will be printed separately by your library‘s print 

operator.  If you wish to send an email list order, you must set List Send Method in your Order 

Unit vendor record to EMAIL (instructions for sending email orders are posted on the Aleph 

Documentation website).  All List orders for that vendor will then go via email.   
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3. Fill in Tab 4 as you would for a single letter order. 

4. Click Add to add the order 

5. Click Send  

 

The Order Status will change to RSV (Ready to Send to Vendor) and no order letter will be 

printed until your library‘s Print Operator prints the list order. 

5.8.1 Printing a List Order 

Order Lists are produced overnight via a batch job set up by OIS.  Order Lists are sent when the 

Print Daemon is activated by your authorized Print Operator.   When the print Daemon is 

activated, email list orders are also transmitted at this time. 

When the list order is printed, the Order Status will automatically change from RSV to SV. 

See the document Printing batch products in Aleph for more information on batch products.  This 

document is available on the web at: http://hul.harvard.edu/ois/systems/aleph/docs/printing-batch-

products-in-aleph.pdf 

6. Creating Standing Orders  

Serial and Standing Order types in Aleph are used for titles that are published over a period of 

time; that different Aleph functions are associated with each type.  The order type a user chooses 

for a particular title depends on the library's local practice.  

This lesson focuses on Standing Order-order creation.   

6.1 Choosing Standing Order or Serial Order 

Standing Orders are usually used for monograph series, works-in-parts (―contins‖), 

memberships, or blanket orders. In each case, an order is placed for volumes that are due to be 

published in the future, with no predictable arrival dates. Standing orders are closed when all 

volumes have been received. All acquisitions functions (orders, receipts, payments, cancellations, 

items creation, holdings editing, etc.) for standing orders are performed in Acquisitions/Serials 

module. 

Serial Order type is typically used for orders that are expected to arrive with no intended or 

foreseeable end date (e.g. newspapers, periodicals, annuals, etc.) Serial Orders are ordered and 

paid for and subscription records are created in the Order Tab, but all other functions are done in 

Serials Tab (check-in, items, claims).   

Contact your supervisor for guidance on what materials your library unit will order as a standing 

order and what materials will be ordered on a serial order. 



Acquisitions: Creating Monograph, Standing, and Serial Orders Page 38 of 66 

Revised December 12, 2011 

 2011 President and Fellows of Harvard College 

http://hul.harvard.edu/ois/systems/aleph/docs/train-stfs.pdf 
 

6.2 Creating a Standing Order 

In this example, a multiple volume work expected to be published over a period of years will be 

ordered. 

1. To order the first volume and all following of a work-in-parts, search for your record in the 

Search Tab, display in Full + Link, and click on the Order Tab button to push the title to 

the Order Tab. 

2. From the Order List, click on Add; then choose Standing Order from the Order Type 

window. 

3. Fill in fields on Tab 2 (same as Monograph order form except as noted below)  

 Order ISBN: for work-in-parts will be ISBN; note that you could have choice of 

multiple ISBNs—for specific volumes, for set—choose or enter appropriate one for order 

 Material type: choose Book or Book Work-in-Parts; note that what you‘ll use is 

governed by local practice decisions 

 Library note: contains an internal note; ―expected in 3 vols.‖, e.g.  Pops up when piece 

is received or ‖arrived‖ 

 Order unit: designates library‘s order unit (e.g. Widener Serials Services division uses 

the order unit WID03). Tell vendors where to send shipments and invoices.  

 

 

 
Standing Order Order Form: Tab 2 

4. Click to Tab 3 and fill in the Vendor fields. You may wish to add a Vendor Note indicating 

that you are ordering v.1 and all following of this standing order. 

Standing Order Tab 2 

 

Required and optional fields are 

same as monograph order 
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Standing Order Order Form Tab 3 

5. Add the Max. arrival days: this sets the Claim interval between the time volumes arrive. If 

the maximum number of days is reached the order will appear on Standing Orders to Claim 

list. This date can be manually set and changed if appropriate. 

 

 

 

6. Click to Tab 4 and fill in fields the same as Monograph order except as noted below  

 Number of units (this is the number of copies of each volume you want; not total 

number of vols. expected) 

 Price field 

 Encumber budget field 
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Standing Order Form - Tab 4 

Note: that the Create Item Record checkbox does not appear on a Standing Order record; item 

records are NOT automatically created for Standing Orders. 

6. Click Add.  You will return to the Order List with the Order appearing on your screen. 

7. Highlight order; click on Send button 

 
Order List with Standing Order (Order Type "O") 

Notice that the Order Type for a Standing Order in Aleph is listed as "O". 

6.3 Holdings Records  

For Monograph orders, public display of order status comes from the Item Processing Status in 

the Item record (On order, Ordered—received, Cancelled, etc.).  Item Records are not created at 

point of order for either Standing or Serial Order types.  In order to display location information 

and order status for Standing Orders and Serial Orders, you will need to create a Holdings record 

for each title at point of order.  The creation of Holdings records is covered in the CATB training. 
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7. Creating Serial Orders 

The Serial Order is commonly used for periodical subscriptions, annuals, etc.  This order type is 

meant for ordering titles that have predictable publication patterns or arrive on a continuous basis. 

While serial titles are ordered and paid for in the Order Tab; receipts are done in the Serials 

Tab.  Serial Orders, like Standing Orders, need to have holdings records created at point of order. 

7.1 Creating a Serial Order  

To create a Serial Order: 

1. Search for your record in the Search Tab and push it to the Order Tab. 

2. From the Order List in the Upper Pane, click on Add.  When the Order Type window 

appears, click on ‗Serial‘. 

 

Serial Order Type 

3. Fill in fields on Tab 2 (same as Monograph order except as noted below) 

 Order ISSN (for books will be ISBN) 

 Material type (choose the specific type for a Serial):Periodical, Newspaper, Mono 

Series, Serial)  

 Order unit: Local practices determine the appropriate format for this field. The unit may 

be specific to a serials unit at a sublibrary. 

 Library Note: local library decision 
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Serials Order Form Tab 2 

4. Click to Tab 3 and fill in fields the same as Monograph order except as noted below 

 Vendor note: This is where you would add information that you want to print on the 

purchase order e.g. ―Please send v. 1(1990) and all following" 

 Subscription start and end dates: (gets copied into the Subscription record; you will 

learn more about this in Serials).  The recommendation is to start with Jan. 1 of the 

current year for a new title. Use 12/31/2099 as subscription end date.  

 Claim Date field: the claim date for a serial order is calculated based on values in 

the Aleph vendor record.  You will see this value filled in AFTER the order is sent.  

After sending order, click on Tab 3 to see if the Claim Date is what you want.  If you 

do not want that date, simply change the date in the Claim Date field. 

 Budget cycle is used for re-encumbering orders.  1=every year, 2=every other year, 

etc.  Leave this value at 1 if you want the order re-encumbered every year. 

 Renewal date: not required. Some libraries may use this field to track renewals 

Serial Order, Tab 2: 
 

Same required and optional 

fields as monograph order. 

 

Be aware that Material type, 

Order Unit may need to be 

changed. 
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Serials Order Form Tab 3 

5. Click to Tab 4 and fill in fields same as Monograph order except as noted below 

 Number of units: =number of copies of each issue you want. 

 Unit Price: Enter price here.  Recommended: encumber serials for "0.01" due to the 

fact that serial pricing changes on a regular basis. Note: The system will NOT allow 

the value of "0.00" in the price field if Tab 1 was encoded with the value of "P" for 

purchase. 

 For serial orders converted from the legacy system, the 33-digit COA number will 

appear in the "Price Quantity" field as a reference for you for invoice payment. 

 
Serials Order Form Tab 4 

Serial Order, Tab 3: 
Select vendor-same fields will default as 

monograph order 

 

Also Required: 

Subscription Start 

Subscription End 

Budget Cycle 

 

Optional 

Vendor Reference 

Vendor Note 

Vendor Contact 

Rush 

Renewal Date 

Note: Claim Date field will be filled in 

by Aleph AFTER order is sent 

Serial Order, Tab 4: 
 

Same required and optional fields 

as monograph order 

 

You may wish to set Unit Price at 

―0.01‖ if you do not encumber for 

serial orders. 
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Note: the Create item records checkbox does NOT appear on a Serial Order; no items 

are created for Serial Orders 

6. Click on Add. 

New Serial Order 

Note: display of order on Order List (status NEW, Order Type S, etc.) 

7. Click on Send 

8. Order Searching and the Order Log  

 

There are three ways of searching for order information: the Order bar, the Order Index or 

Search Tab. 

8.1 Searching by the Order bar 

The Order Bar is the second bar found at the top of the Acquisitions Module.  The icon to the left 

of the Order Bar  matches the icon found on the Order Tab .  This means that whatever 

search you perform in the Order Bar will open up the Order Tab, no matter where you are in the 

Acquisitions Module. 

Order Bar 

You can use the Order bar to locate orders by selecting one of the indices from the drop down 

menu: BIB Sys no., ADM Sys. No., BIB Title, BIB Author, BIB ISBN, BIB ISSN, Order No., 

Order No. 2 and Vendor Reference. 

The Order Bar is the most efficient way to find an order by its Order Number or a title by its 

ISBN/ISSN. 
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Figure 3: Order Bar with Index Choices 

When using the Order Bar, you must input a complete number, or author word or title. You can 

NOT truncate searches in the middle of words using the Order bar. 

To perform a search using the Order Bar: 

1. Select the index from the drop down list.  You can click on the down arrow or use the F4 key 

to open the list.  Once you select an index, this index will remain persistent on your 

workstation. 

2. Type in the search term in the empty box to the right of the index. 

3. Click the blue arrow or hit the <Enter> key to perform the search. 

If you find one record, the Order Tab will open and the Order List will display in the Upper 

Pane.  The first order on the Order List will display in the Lower Pane. 
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Order Number Search Result using the Order Bar 

Next to the Order Bar, you will see BIB no, SYS No, and author and title information about the 

record. 

 
System Number, Title and Author Information Displays on Order Bar 

If your search results in more than one record, the system will display a dialog box that will 

indicate that multiple entries have been found and asking you if you wish to see the results. 

The type of message you receive and where you are brought will be based on the index that you 

searched. 

 If you search BIB Title, BIB Author, BIB ISBN or BIB ISSN and retrieve more than one 

search result, you will receive the following message: 
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Dialog Box Indicating Multiple Records Found 

If you click Yes to the dialog box, the system will open the Search Tab   to the Show Node 

and will display the records found in the Brief List.  You will see the display of the Brief List in 

the Upper Pane and the first record highlighted in the Full + Link display on the Lower Pane. 

 
Search Tab Display of Multiple Results 

You can navigate through the Brief List to find your title, or you can move through the set of 

records using the arrow keys to the right of the Full + Link display. 

 From the Brief List, you can double-click on your title to move it to the Order Tab. 

 From the Full + Link Display, click on the Order tab button (or choose <Alt> + R 

keys).  The Order Tab will open. 

 If you search Order No, Order No 2, ADM Sys No or Vendor Reference using the Order 

Bar and find more than one search result, you will see the following message: 
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Multiple Number Records Found Dialog Box 

If you click Yes to the dialog box, the system will open the Order Index Tab  and display 

the records found in the Order Index.  The Order Index will be opened to the closest number 

that you entered in the Order Bar. 

 

 
Order Index Tab Showing Order Number Results 

You can scroll through the list or change indexes in the Order Index (see section 2.2 below) to 

find your order.  Once you find the record you want, click on the Select button (or press <Alt> + 

S).  The Order Tab will open. 
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8.2 Searching Using the Order Index 

Another option to find order information is to use the Order Index List. As is evident from the 

name, this is used to perform searches of all orders in Aleph.  

The Order Index List allows you to search for an order by various access points (title, vendor, 

etc.) and use filters to narrow the results of your search. You can use the Order Index List to 

locate an order to record arrival, but you will find that it is useful for other purposes beyond that. 

Remember that the Order Index List retrieves only order records, unlike the Search Tab or other 

indices on the Order Bar, both of which allow you to search the complete file of bibliographic 

records. Thus, you can search here for monograph or serials orders from a particular vendor, such 

as Yankee, that were placed during a specific period of time, such as the past three months.  

To search the Order Index List 

You can access the Order Index by clicking on the Order Index Tab  or pressing the F7 

key. The Index List window will appear in the Upper and Lower Panes: 

 

 
Order Index List 

If you look on the Navigation Pane, you will see two nodes: 
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 Index List 

 New and Canceled Order Index 

The Order Index appears as the Index List.  See section 2.2.5 for more information about the 

New and Canceled Order Index. 

Fields on the Order Index List: 

 Index: this is where you choose the type of index in which you will search. You can view the 

options by clicking the arrow next to Index (or pressing the F4 key) and selecting from the 

drop-down list.  

 Enter Starting Point: this where you type in your search (e.g., ―The Sun Also Rises‖ (title 

search) or ―Hemingway.‖(author search).  

 Once you type your search, the only way to execute the search is to press <Enter> or click on 

the Refresh Filter button. 

 Exact Match: check this box if you desire an exact match to your search. If you do not check 

it then you will be placed in an index at the point of the closest match. Checking this box will 

limit your search results. 

A demonstration of how the Indexes work: 

1. Click on the Clear Filter button. 

2. Choose ―V‖ (vendor) from the Index field and type ―Yankee‖ in the Starting Point field.  

3. Press Enter or click on Refresh Filter. 

The resulting list places you at the beginning of all order records with Yankee as the vendor. 

 



Acquisitions: Creating Monograph, Standing, and Serial Orders Page 51 of 66 

Revised December 12, 2011 

 2011 President and Fellows of Harvard College 

http://hul.harvard.edu/ois/systems/aleph/docs/train-stfs.pdf 
 

Order Index Searched by Vendor 

The list is alphabetical and ―endless.‖ You can scroll up to view the previous entries in the list. 

8.2.1 Order Index Columns 

There are columns in the search results list.  You can add or subtract to the columns here by right-

clicking next to any of the column headings.  This will bring up a Header Configuration box 

displaying the column heading choices: 

 

Figure 12: Order Index Column Heading Choices 
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Columns on the Order Index List 

The column headings are: 

 Index: shows results based on what index you chose in the Index field. 

 Order No.: gives the Aleph order number for each entry 

 Order No. 2: This will display a number if it exists in the Order Number 2 field found on 

Tab 2 of the Order Form.  For orders converted from the old systems, this will display the old 

order number. 

 Title: This will display the title 

 BIB Sys No.:  the Aleph system number for each order 

 Vendor: shows the vendor code for each order 

 Status: shows the order status for each order 

 Status Date:  this is the last date any modifications were made to the order 

 Target: This would display information if an order was being delivered directly to a person 

or department.  This is not used at Harvard. 

 Target ID: This would display the patron ID number or department pseudopatron ID of the 

person or department directly receiving the order.  This is not used at Harvard. 

 Order Type: This display the Order Type, M for monograph, O for Standing Order or S for 

Serial Order. 

8.2.2 Order List Filters 

You will find a number of options to filter the Order Index to give you more precise search 

results. 

 

Order List Filters 

 Sublibrary: You can select your sublibrary by its three-letter code using the drop down list. 

 Order status: You can select an order status from the drop-down list. 

 Order group: the drop-down list will be blank; this field can be used for library-defined 

coding that libraries can add to their order records for local reporting purposes. 
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 Order type: The drop-down list will display the 3 order types: M for Monograph, O for 

Standing Order, and S for Serial. 

 Vendor status: see drop-down list of vendor statuses; there are 2: NA for not active and AC 

for active 

 Arrival status: see drop-down list of arrival statuses; there are four: leaving the field blank 

will search for all statuses; N for None Arrived, P for Partial Arrival, and C for Complete 

Arrival. 

 Invoice status: see drop-down list of invoice statuses; leaving the field blank will search for 

all statuses; N for None invoiced, P for Partial Invoice, C for Complete Invoice, and D for 

Complete and Paid Invoice. 

 Rush: choose from the drop-down menu code for rush statuses; there are 3: leaving the field 

blank will search regular and rush orders; N will search for regular orders only; Y will search 

for Rush Orders. 

 "From" order date: enter date or choose from the drop-down calendar 

 "To" order date: enter date or choose from the drop-down calendar 

Tips on using filters: 

 Do not press the Enter key on your Order Index until you have filled in all the filters you 

wish to use.  Hitting Enter before you finish may result in a long search request (e.g., just 

filtering to Order Type M for monograph orders will take a very long time to return results, as 

it will bring back every M order in the system). 

 Note that these filters remain filled in even after you perform a search.  Your filter choices 

will remain persistent each time you bring up the Order Index, even if you log out for the 

day.  It is good practice to always click the Clear Filter button before each new search. This 

button does not affect the fields at the top of the window (Index, Enter Starting Point and 

Exact Match box). 

Here is an Example of using Filters to limit your search results. 

1. Enter ―hrsw‖ in the Enter Starting Point field 

2. Enter ―WID‖ in the Sublibrary field 

3. Enter ―SV‖ in the Order Status field 

4. Enter ―M‖ in the Order Type field 

5. Select ―01/01/2003‖ in the “From” Order Date field and ―1/31/2004‖ in the “To” Order 

Date field;  

6. Press Enter or click on Refresh Filter; we now have only a few results. 
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Filtered Order Index List Search Result 

8.2.3 Order List Buttons 

The buttons on the far right of the Order Index List window: 

 Refresh Filter: Once you have selected a set of filters, you can refresh or update the data 

retrieved by clicking on this button. 

 Clear Filter: This button will clear out any filters you have set in your Order Index.  

 Print Order: Allows you to print out the highlighted Order from the Index List. 

 Select: retrieves the Order List and Navigation Window for the selected entry.  

8.2.4 Reviewing Order Information and Pushing to the Order Tab 

When you highlight an Order in the Order Index, the details of your order will display in the 

Order Info Tab found on the Lower Pane: 

Order Info Tab 

You can review the details of your order on this tab before selecting the order. 
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To move the order from the Order Index to the Order Tab, click the Select button, or press the 

<Alt>+S keys.  The Order will open in the Order Tab. 

Note that the Order Index moves records to the Order Tab.  If you are searching a serial order 

and wish to check in issues, you will need to select the Serials Tab (by clicking on the tab or 

hitting the F8 key) after you move the title from the Order Index to the Order Tab.  There is no 

direct way to move a serial order from the Order Index to the Serials Tab. 

8.2.5 The New and Canceled Order Index 

The Order Index Tab provides a New and Canceled Order Index that will allow you to search 

for orders that have the following Order Status: 

 NEW 

 LC (library canceled) 

 VC (Vendor Canceled), 

 CNB (Canceled, No Budget) 

You can access the New and Canceled Order Index by clicking on the Node from the Navigation 

pane or pressing the <Ctrl>+<Alt>+N keys. 

New and Canceled Order Index 
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The New and Canceled Order Index provides some, but not all, of the filters you find on the 

Order Index.  Since this index does not provide a filter by sublibrary, this index is not as useful 

as the Order Index List.  Thus, the recommendation is to use the Order Index to find your library 

orders that have a NEW or Canceled status using the filters available on that List.  You will get 

more effective results. 

8.3 Searching for Orders Using the Search Tab 

If you do not have an order number and/or you have very generic author or title information, you 

can use the Search tab to search for your title.  The Search Tab provides a wide variety of 

indices by Find or Browse.  Details of how to search using the Search Tab is covered in the 

STFS: Introduction to Aleph and Search Options class.  A brief explanation of how to move titles 

from the Search Tab to the Order Tab will be described here. 

To access the Search Tab, you can click on the Tab  or press the F9 function key to open 

the Tab.  Click on the Find or Browse Search Node, or use <Ctrl> + <Alt> + F to open the Find 

Node or <Ctrl> + <Alt> + B to open the Browse Node. 

Whether using Find or Browse, you will view results on the Show Node, by clicking on the 

Show button or pressing the <Alt> + W keys.  The Brief List and Full + Link display will 

appear in the Upper and Lower panes on the Show Node. 

If you look at the Full + Link display of your record, you can see if your library has placed an 

order based on the Sublibrary/Coll display on Tab 1 (note that you may wish to put the 

Full+Link in Full Screen Mode by clicking on the Full Screen Mode icon  or pressing the 

<Ctrl>+J keys.)  Once you find the record you want, click the Order Tab button (or press <Alt> 

+ R) in the Lower Pane.  The Order Tab will open and you will see the Order List. 



Acquisitions: Creating Monograph, Standing, and Serial Orders Page 57 of 66 

Revised December 12, 2011 

 2011 President and Fellows of Harvard College 

http://hul.harvard.edu/ois/systems/aleph/docs/train-stfs.pdf 
 

 

Order Tab Button on Full + Link Display 

8.4 Order Log 

Another way to view details relating to an order is through the Order Log. The Order Log 

contains most of the order-related information: transactions, budget adjustments, text of claims, 

dealer‘s replies, etc.  However, information from the Library note field and in the fields for 

notes to vendor on the Order Form will not be transferred here. For problem solving it may be 

necessary to check both the Order Log and the original Order Form, or manually add important 

notes to the Order Log. 

Click on the Order Log Node from the Navigation Pane to access the Order Log, or press the 

<Ctrl>+<Alt>+G keys.  The Order Log will open to the right. 
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Order Log 

Additional order related information: i.e., record of a telephone call, e-mail letter can be entered 

directly into the Order Log.  Use an Action Date in the Order Log when you want to be 

reminded about an order on a date other than on the claim date. 

1 To enter additional, order-related information into the Order Log write directly into Log 

Text field. 

2 To assign an Action date (to prompt for a claim, if order then still open, etc.) use the drop 

down calendar next to the Action Date field, or write it in. If you assign an Action date – the 

order will appear on a report list. 

Transaction Type (claim, manual reply to vendor, etc.) can also be set from a drop down 

window. 

3 Click on Add button. 
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Adding a Note and Action Date to the Order Log 

4 To remove an action date, highlight the transaction associated with it and click on Remove a 

date button. 

You can also add additional information to an existing log entry in the User Note field. 

You can edit User Notes by highlighting the entry and typing over it.  You can also delete the 

text of an Order Log entry.  Note that while you cannot delete the text, the entry itself will not 

delete from the Log. 

You can NOT edit action dates, but you can delete them. 

Order Log Filters 

The Filter for the Order Log allows you to select only needed information. The All box will be 

checked by default. However, you can select, by clicking on available filters (one or more) in the 

window, the data you want. Both the main window of the Order Log and the Filter window scroll 

down. 

Adding a Note and Action 

Date to the Order Log 

 

1. Select Order Log node 

2. Click Add button 

3. Select Transaction Type 

4. Type Text of Note 

5. Add Action Date 

6. Click Add button 

7. Log Entry will be added with 

Action Date 
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Available filters: 

 All: shows all of the 

transactions connected to the 

individual order (budget 

encumbrances, claims, replies to 

claims, etc.) 

 General Note 

 Order Status 

 Next claim date 

 Order created 

 Item(s) created 

 Item process status 

 Estimated price 

 Arrival 

 Budget 

 Invoice 

 No budget 

 Claim sent 

 Serial claim sent 

 Vendor‘s reply to claim 

 Vendor‘s reply to serial claim 

 Subscription created 

 Subscription changed 

 Change to issue arrival date 

 Issue modified 

 Subscription history note 

 Correspondence from vendor 

 Note to vendor 

 

8.4.1  Order Log Action Dates 

When recording arrival (or any time when you‘re working with an order), check the Nav Tree to 

see if there‘s an Action Date in the Order Log (the earliest Action Date appears here).  If there is, 

check the Order Log and remove the Action Date if it‘s no longer needed. 
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Order Log Node on Navigation Pane Shows Action Date 

Notes about the Order Log and Actions Dates 

 You can‘t change an Action Date. 

 Your only option is to remove it. 

 If you need to set a new Action Date, you must create a new Order Log entry. 

 You can‘t delete an Order Log entry. 

 You can add a User Note or change text of User Note (for example, change text to 

―NOTE DELETED‖). 

 If you don‘t delete Action Dates, the order will continue to show up on the Order Log 

Report. 

8.2.2 Order Log Report 

Users can obtain a report of expired Order Log Action Dates. More information about this report 

is available at the Aleph documentation site in the document entitled: ―Order Log Report‖: 

From the Order List, you can see if there is an Outstanding 

Action Date from the Order Log Node on the Navigation 

Pane.  The earliest Action Date will appear here 
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http://hul.harvard.edu/ois/systems/aleph/docs/claim_rept_monograph.pdf 

Questions about this report should be sent via the Aleph Support Center using the category 

Printing/Products.  The URL for the Aleph Support Center category Printing/Products is 

http://hul.harvard.edu/ois/systems/aleph/form/f-supp-prod.htm 

8.5 Printing Acquisitions Reports 

Reports are printed by activating the Print Daemon in the Task Manager in the Acquisitions 

module.  You must be a designated Print Operator to print reports (most Order Units already have 

several staff members identified as Print Operators). 

There are two documents available on the Aleph Documentation site that explains how to print 

reports:  

 Initial set up for CIRC-ACQ Print operators: 

http://hul.harvard.edu/ois.systems.aleph/docs/print-setup-circacq.pdf 

 Printing Batch Products in Aleph: http://hul.harvard.edu/ois/systems/aleph/docs/printing-

batch-products-in-aleph.pdf 

9. Order Status Changes 

9.1 Library-Initiated Cancellations  

When a sublibrary initiates an order cancellation, it must first issue a cancellation letter, email, or 

communicate by phone, fax, etc. with the vendor. 

9.1.1 Processing a Library-Initiated Cancellation in Aleph 

1. Find the order record that needs to be cancelled. Click on the corresponding order in the 

Order List to highlight. 

2. Click on Print/Cancel button. 

3. Select Print cancellation letter to vendor. 

4. Click OK. 

 

Print Cancellation Letter to Vendor 
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Cancellation Letter 

The order status on the order form will be automatically changed to LC [library cancelled] and 

user‘s will have the option to print a cancellation letter. Monograph item records that are set to 

LC will automatically be suppressed from the OPAC. 

 

LC-Library Cancelled Status 

Depending on the policy of you sub-library you may have to suppress holdings [for standing and 

serial orders] and/or delete the bibliographical record.  For instructions on how to suppress/delete 
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holdings and bibliographic records, see the Learner's Guide for CATB: Holdings, Items and 

Bibliographic Record Maintenance class. 

9.1.2 Canceling an Order Manually in Aleph 

If a unit cancels an order without sending a formal cancellation letter through Aleph [i.e. via 

email, phone, fax], the order status will need to be changed manually. 

1. Highlight the order on the Order List 

2. Open Tab 2 on the Order Form in the Lower Pane 

From the dropdown list next to Order Status field on Tab 2, select LC (Library Cancelled) 

 
Setting the LC Status Manually from the Order Record 

3. Click Update 

This action will suppress the item record from displaying in the public catalog. Depending on the 

policy of your sub-library you may have to suppress holdings [for standing and serial orders] 

and/or delete the bibliographic record. 

9.2 Order Cancellations Initiated by Vendor 

If an order is cancelled after a vendor, in response to a claim, reports that the title is no longer 

available: record the vendor‘s reply in the List of Claims. [This information will be transferred 

by the system into the Order Log] 

If the vendor report reports the unavailability of a title without responding to a claim, record this 

information directly in the Order Log. 

Since no cancellation letter has been sent, in both these cases the Order Status must be changed 

manually. 
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1. Highlight the order to be cancelled in the Order List  

2. Click on Tab 2 on the Lower Pane 

3. From the dropdown list next to the Order Status field on Tab 2, select VC (Vendor 

Cancelled). This action changes the item processing status to CA (cancelled) 

4. Click Update 

For MONOGRAPH orders this will suppress the display of the order from the public catalog. 

Depending on the policy of your sub-library you may have to suppress holdings [for standing and 

serial orders] and/or delete the bibliographical record. 

9.3 Recording a Return to Vendor, a Rejection, and Modifying Order 
Status 

If a library decides to return or to reject a title after it has arrived, the Order Log should be 

annotated and the Order Status modified to indicate the rejection or return. For MONOGRAPH 

orders, this action will suppress the display of the item record in public catalog. 

9.3.1 Rejecting a Title 

1. Highlight the Order on the Order List 

2. Click on Tab 2 on the Lower Pane 

3. Change Order status to either CLS (closed) or REJ (rejected) 

4. Click Update 

5. Click on the Order Log Node from the Navigation Pane. 

6. Create a general note indicating the order has been rejected 

7. Click Add to add the note. 

9.3.2 Returning a Title 

1. Highlight the order for the title to be returned on the Order List  

2. Click on Tab 2 on the Lower Pane 

3. Change Order status to either CLS (closed) or RET (returned) 

4. Click Update 

5. Click on the Order Log Node from the Navigation Pane 

6. Annotate the Order Log. 
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This will also suppress the display of monograph orders from the public catalog. Depending on 

the policy of your sublibrary you may have to suppress holdings [for standing and serial orders] 

and/or delete the bibliographical record. 

 

10. Getting Help with the Acquisitions Module 

Documentation Site 

Documentation about how to process orders in Aleph can be found at the Harvard Aleph 

Documentation Web Site, located at http://hul.harvard.edu/ois/systems/aleph/doc-acq.html 

Aleph Support Center 

If you find that the Aleph client is not working as you expect it to, or you see other discrepancies 

in order information in Aleph, please report these problems to the Aleph Support Center, located 

on the Web at: http://hul.harvard.edu/ois/systems/aleph/forms/f-supp-acq.html 

http://hul.harvard.edu/ois/systems/aleph/doc-acq.html
http://hul.harvard.edu/ois/systems/aleph/forms/f-supp-acq.html

