
 

   Page 1 of 10 
 

ACQUISITIONS  
Insignia Library System (ILS) comes with a fully integrated Acquisitions Module. This module provides the ability for 

financial tracking of purchases for the library. The user can add budgets, vendors, and document orders.  

 

The Acquisition module is broken into three key areas: 

1. Budget Management 
2. Vendor Management 
3. Order Management 

 

The module is fully integrated, which means when an item(s) placed on order with a vendor, the library has the 

option to use that record in the catalog to display on the Discovery Layer with a status of On Order. 

 

Before an order can be created in Insignia, budgets and vendors must be set up. 

 

BUDGET MANAGEMENT 
SET UP BUDGETS 

Add a New Budget 
The first step in using the Acquisitions Module is to set up the budget(s) for the library. 

1. Go to Acquisitions > Find/Add Budget.  
2. Click New.  
3. The system will load the Budget tab, with the fields available to edit. 

 
4. At minimum, fill information for the following fields: 

4.1. Budget Name 
4.2. Total Amount 
4.3. Check Active checkbox to make this budget visible in Budget dropdown menus in the ILS. 
4.4. Fiscal Year: Starting month for the Fiscal Year is site based and setup in Administration > Library 

Setting > Library Info > Library Information tab 
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5. Fill optional fields if necessary: 
5.1. Account No: Enter a value as an account number from the libraries accounting software. 
5.2. Department: Associate the budget to a department from the dropdown list. Setup a department in 

Administration > System Setting > Parameters > Department from the dropdown list. 
5.3. Notes: Internal notes. (Example: Identify where the funds should be spent.) 

6. Click Save on the right-hand side of the window. 
 

TRANSFER BETWEEN BUDGETS 
The Transfer tab allows the user to transfer amounts between budgets. 

1. Go to Acquisitions > Find/Add Budget. 
2. Select the Transfer tab. 
3. Check Active Budget Only on both grids to only view active budgets. 
4. Choose the budget to transfer from in the left grid. 
5. Choose the budget the amount will be transferred to in the right grid. 
6. At the bottom of the window, enter the amount to transfer. The total budget amount is shown by default 

in the box. 
7. Click Transfer. 

 
 

ROLL OVER A BUDGET 
The Roll Over tab gives the capability of transferring a budget over to the next calendar year. This is useful as it 

saves the user from having to create a brand new budget and add funds to it again. 

1. Go to Acquisitions > Find/Add Budget. 
2. Select the Roll Over tab. 
3. Check Active Budget Only to only show budgets that are currently active. 
4. Using the checkboxes, select the budget(s) to be rolled over into the next calendar year. 
5. Select a new Fiscal Year from the dropdown. 
6. Click Roll Over. 
7. Click OK to confirm. 
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BUDGET HISTORY 
The Budget History tab shows transaction details for budgets. 

1. Go to Acquisitions > Find/Add Budget. 
2. Specify the search criteria to view transactions. Narrow down the search by Budget Name, Department, 

Fiscal Year, and more. 
3. Click Find. 
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VIEW THE BALANCE OF A BUDGET 
After many orders have been made throughout the year, you may want to check the status of your budget. You 
can do this in the Find/Add Budget window. 

1. Click Acquisitions > Find/Add Budget. 
2. Search for the budget you would like details on. 
3. Click on the budget in the grid and click Detail. 
4. You want to take note of four fields: 

1.1. Total Amount: The total dollar amount assigned to the budget, allowed for spending. 
1.2. Amount Used: The total dollar amount spent from the budget. This is based on purchase price of the 

items. The amount used will represent only those items where the bill has been paid, through Pay 
Bill. 

1.3. Balance: Balance = Total Amount – Amount Used. 
1.4. Amount Accrued: This is the total dollar amount of all the items on order associated to this budget. 

Amount Accrued will help you determine your funds available to spend on the budget. It is used in 
the calculation for Amount Remaining in Budget in the Order Line window. 

 

The budget balance amount is also shown in the Order Line pop-up when adding a title to an order. 

1. The information displays about halfway down the window. 
1.1. Budget Amount: The total dollar amount assigned to the budget, allowed for spending. 
1.2. Amount Remaining in Budget: This is the remaining balance of the budget.  

Amount Remaining in Budget = (Budget Amount) - (Amount Used + Amount Accrued) 
 

VENDOR MANAGEMENT 
VENDOR 

Add a New Vendor 
The second step to start using the Acquisitions Module is to add a vendor(s).  

Vendor information from the profile is automatically used when contacting the vendor for placing an order or 

claiming orders that have not been received. The information can be used for communicating a purchase order 

with the vendor.  

1. Go to Acquisitions > Find/Add Vendor.  
2. Click New. 
3. The system will load the Vendor tab, with fields available to edit. 
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ORDER MANAGEMENT 
After the budgets and vendors are set up, orders can be created and tracked in the ILS. The Order interface is used 

to track purchases of library items as a single site, de-centralized district, or centralized district. Orders can be 

initialized from Find/Add Order by the librarian, or they can be initialized based on a request from a patron.  

 

CREATE AN ORDER FOR A SINGLE SITE 
To create an order for a single site library:  

1. Go to Acquisitions > Find/Add Order. 
2. Click New. 
3. The system will load the Order tab with fields available to edit. 
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4. Enter a P.O. Number. 

Note: If no P.O. Number is entered, the system will generate one based on today’s date when the order is saved. 

5. Select a Vendor from the dropdown menu. 
6. If you are ordering textbooks, check “For Textbook”. 
7. Click Add Item on the right hand side. 

7.1. The system will display the Order Line window for item information. 
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8. Choose to either:  

8.1. Enter the information manually. 
8.2. Generate using Z39.50 result.  

8.2.1. Fill either ISBN, Title, or Author field and then click Z39.50 Search By. 
8.2.2. Results will display in a pop-up. Choose the result to use from the grid and click Save. 

8.3. Use Z39.50 Search Result to Catalog:  
8.3.1. If checked the entire MARC record found via Z39.50 will be brought into the catalog with the 

status On Order.  
8.3.2. If unchecked only the information that appears in the Order Line window (Title, Author, ISBN, 

etc.) will be brought into the catalog. 
9. After a new order is created, the order status will be On Order. 
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RECEIVE AN ORDER 

After creating an order and submitting the purchase order to the vendor, the next step is to receive the items 
when they arrive at the library. Full or partial orders can be received. 

1. Go to Acquisitions > Find/Add Order. 
2. Search for the order you are going to receive. 
3. Select the order from the grid and click Detail. 
4. The order details will load. Click Receive. 
5. In the Receive Order pop-up window, click Receive All if all of the copies have arrived and if the prices 

have not changed. 
6. If only some of the copies have arrived, select the title to receive from the top grid. 
7. In the bottom grid, choose which libraries are receiving their order. 

7.1.1. Only one library will show for Single Site orders. 
8. Fill the information for the following fields: 

8.1. Purchase Price: Price paid when the copy is received. May differ from order price. 
8.2. Invoice #: The vendor generated number associated with this Purchase Order. 
8.3. Qty Being Received. 
8.4. Choose a barcode option: 

8.4.1. Generate Automatically: Random barcodes generated by Insignia. 
8.4.2. Set Barcode Individually: If you have pre-printed barcodes already attached to the copies. 

9. Click Update. 
10. Repeat steps 7 through 9 for all the titles in the top grid. 
11. Click Save. 
12. If only some of the items are received, the order status will change to Receiving. 
13. After the entire order is received, the order status will change to Received. 
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PAY BILL TO COMPLETE AN ORDER 

The final step in completing an order is to apply the payment. The user can use the Pay Bill feature at any time in 
the order process. It is commonly the last step. 

1. Go to Acquisitions > Find/Add Order. 
2. Search for the order you are going to receive. 
3. Select the order and click Pay Bill. 
4. Use the checkboxes to select the titles you are going to track payment for. 
5. If not already generated, enter in an Invoice #. 
6. The bottom right shows the total amount selected for the invoice. 
7. Click Save to complete the payment. 
8. If the order is paid before any items are received, the status will change to Paid. 
9. After the entire order is received and paid, the status will change to Complete. 

 

CANCEL AN ORDER 

There are additional features available in the Acquisitions module that assists in tracking different scenarios. 
(Example: If you submit a purchase order to a vendor and they respond: “the order will not be filled” you may 
want to cancel the order.) 

1. Go to Acquisitions > Find/Add Order. 
2. Search for the order you are going to receive. 
3. Select the order from the grid and click Detail. 
4. The system will load the Order tab. 
5. Click Cancel to cancel the order. 
6. Click Yes to confirm the order cancellation. 
7. After the order is canceled, the order status will change to Canceled. 

 

TRANSFER A TITLE INTO A NEW ORDER 
The Acquisitions module has the function of transferring a title from one order to another. This is useful if the 

vendor has responded to your PO stating that they are only able to send some of the books now and the rest are 

on back order. You can transfer the back order books to a new PO under that vendor’s name. This saves time in 

inputting the title information again. 

1. Go to Acquisitions > Find/Add Order. 
2. Search for the order you are going to transfer a title from. 
3. Select the order from the grid and click Detail. 
4. The system will load the Order tab. 
5. Select a title or multiple titles using the checkboxes. 
6. Click on Transfer on the right-hand side. 
7. The system will load the Create Order window in a pop-up 
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8. The items will be moved from the current order to the new order. 

 

UNDERSTANDING THE ORDER LOG  
The Order Log is a record of all the changes made to orders in the system. 

1. Use the dropdown menus to search by the user who created the order or the date the order was created. 
2. The information is grouped into one of four Operation Types: 

2.1. Update: The information in the order has been modified. (Example: A new title added or price of a 
title changed.) 

2.2. UnReceive: An item or multiple items on an order has been un-received. 
2.3. Receive: An item or multiple items have been received on an order. 
2.4. New: A new order was created. 
2.5. Delete: An order was removed/deleted. 


