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Orders Awaiting Approval

The following roles are required to review, and approve or reject the selections made by the selection staff:

+ Rialto Manager

Note

If the Rialto Manager role is scoped to specific libraries (see Managing Rialto User Roles), then in the Orders
Awaiting Approval Task List, the Rialto Manager sees only the orders that are relevant to the library where the
Manager is working at, or orders with no order library.

If an order requires approval before checkout, Rialto Managers may approve orders on the Orders Awaiting Approval Task
List. This page allows you to review and approve individual offers, regardless of the cart placement. This gives you full
flexibility, as working from a list of submitted offers, you can use facets to find offers of specific type (for example, belonging
to a specific owning library, or rushed orders, or offers submitted by a specific Selector) and review only these offers. In
addition, each offer can be set with unique details, such as a different owning library and a different fund.

Orders Awaiting Approval Task List
To access this page, navigate to Collection Development > Orders > Orders Awaiting Approval.

From the Orders Awaiting Approval Task List, you can begin to take action on any offer immediately, or you can facet the
list to identify offers that may need more immediate attention.

Approving Offers

Once you start editing an offer, the offer becomes assigned to you and receives the Assigned to Me badge (other users
will see the Assigned to <name> badge). This helps avoid duplicate work, as it notifies other users that you are in the
process of reviewing this offer. Other users can facet the list by ownership. If another user makes any changes to the cart
fields, the offer will be re-assigned to that user. If an offer was already assigned to another user, they will receive an alert
that they are about to claim assignment.

For information, watch Order Approval (3:44 min.).

To claim offer assignment and check out a specific offer:
1. Select the offer you want to review. The offer details will open in the right pane.

2. Review the details and make your changes if necessary, as specified in the Filling In the Cart Options section. Once
you start editing an offer, the offer becomes assigned to you and receives the Assigned to Me badge.

General {GEN]
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3. If electing to check out a single item, when done modifying the details, select Approve. If there are no errors or
missing mandatory information, the confirmation page will open. Review the order and select Confirm. The order
is sent to the vendor for fulfilment and a PO line is created in Alma for the selected ordering library. The updated
order information will display in the Order History screen.

Rejecting Offers

When rejecting a specific offer, you can reject in the two below ways:

* Reject - In this case, the rejected offer is removed from the Orders Awaiting Approval page.

* Reject and move to list - In this case, the rejected offer is moved to a list (either to an existing list or to a new list that
you create on the fly via the Create New List option.) When rejecting and adding to a list, the reject reason
carries forward as a comment on the item that is added to the list. The default text in comment is “Order rejected
by [user] on [date]: [reject reason]”. The Approver can edit this comment as needed (editing is available only to the
Approver who rejected the item).

Comments

- Staff, Ex Libris = Dec 08, 2021, 11:04 AM

Order not approved by exl_impl on 08/12/2021: Cost

& Add Comment

In both cases, when an offer is rejected, the Selector is notified by a popup message and by a notification in the

Notifications panel. The Selector can view the rejected status and the reason on the Order History page (see Monitoring the
Order Status).

To reject a specific offer:
1. Select row actions for the offer you want to reject.

2. Select to reject or select to reject and move to list, and then select the desired list.

< Orders Awaiting Approval (1-100f 11

[m] Title v Q  Sortby: DateAdded v IF [

O Cats, Cats, Cats, Cats, Cats, Cats Cloth/HB Quantiy: 1 2395UsD
2021, Hassell Street Press 9781013552595 Bapst ized Area —
Fund: _08120445274FirstusdFurd

@ Library activity

20 Cats, Cats, Cats, Cats, Cats, Cats Paperback Quantity: 1
Fund: _08120445274FirstUsdFund

Duplicate

3. A dialog opens where the default rejection reason is indicated. If you want to change this to a different reason, select
the arrow and the suitable reason for rejection.
The Purchase Request Reject Reasons configuration table (Configuration Menu > Acquisitions > Purchase
Requests > Purchase Request Reject Reasons) contains the rejection reasons and the reason that is indicated as
the default one. For more information configuring rejection reasons within Alma, please see: Configuring Purchase
Request Reject Reasons.
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Reject orders

You are about to reject selected order(s), are
you sure?

Reject reason: Cost +

cancel  Reject

The rejected offer is removed from the Orders Awaiting Approval page.

Applying Actions to Several Offers Simultaneously

To apply actions to several offers simultaneously:

1. Select the offers you want to review or approve. The number of orders you selected will be indicated on top-right of

< Orders Awaiting Approval (1-60fé6) 6 items, Total: 142.94 USD [ENLIEIGEEEREN]
Sortby: Date Added v 1f Apply template ¥ Reject =
Choose template v
1 Student Flyer Paperback Quantity: 1 T 2500 USD
by Sullivan, Michael; Sullivan,il, Book r—
Michael, Michael 0780131866874
2006, Pearson
Selected by Support, Ex Libris
2 Cars Cloth/HB Quantity: 1 10.80 USD €70
by Sedgwick, Michael; Atkinson, 0780862722340 e | oo
*== Michael; Roffe, Michael
1986, Kingfisher Publications, plo
Selected by Support, Ex Libris

2. To approve all selected offers at once, select Approve selected at the top. To preform other actions on the offers,

select the desired option above the table. You can reject all the selected offers, apply a template to selected offers, or
clear selection.

3. If there are no errors or missing mandatory information, the confirmation page will open. You may review the order
and select Confirm. The order is sent to the vendor for fulfillment and a PO lines are created in Alma for each
ordered title. The updated order information for the selected titles will display in the Order History screen.

Unassigning Orders

Orders that have been assigned to you can easily have the assignment removed, or be reassigned to another user.

To unassign orders assigned to you:

Individually

1. From the ellipses on the listed offer line, selected the unassign option. The order is now unassigned, the Assigned to
Me badge is removed.

Bulk action
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1. Select multiple orders you want to unassign.
2. Select Unassign above the order list.

3. Select Unassign in the confirmation message. The orders are unassigned, the Assigned to Me badges
are removed.

Note

Note, the unassignment action is only available to the assigned user.

To reassign an order from another user to yourself:
1. Select the assigned order you want to claim ownership over.
2. Begin to edit the cart values within the offer details.

3. A popover will appear stating,"This order is already assigned to another user, this action will assign it to you."
Selecting the Ok option will reassign the offer to you, selecting Cancel will leave the order as it is.

4. After selecting Ok, the order is now reassigned and the Assigned to Me badge will appear.

Replacing Offer with Another Offer

To replace a specific offer in the cart:
1. Click on the ellipsis button and select Display Title in Market in the row actions list.

2. The list of other offers for that work opens. The item currently in the approval list is marked with the Awaiting
Approval badge. You can do either of the below:

o To replace the offer with another, click Replace Title on the desired item. The Awaiting Approval badge
moves to this title.

= When replacing the offer with another, an internal note is added that contains the original offer information,
the users that made the change, and the date it was changed.

o To add to the cart an additional offer from the work, select the ellipsis button on that offer and select Add to
Selector's Cart. You will see the Awaiting Approval badge added to this title.

&
Add to Selector's Cart
9 ™= THE LITTLE PRINCE th/HB () Awaiting approva Add to List
by De Saint-Exupery, Antoine Book -
2018, Ancient Wisdom Pub

3. To return to the offers list, select

by the work name at the top of the page.
To Correct Order Errors:

« If the details of some of the offers (such as library and fund) were filled in with errors or are missing, the error page
opens that displays the relevant offers. To finalize the order, each error must be corrected. Select each offer to open
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the details panel and address whatever is required.

X

Moving Offers Back to Cart for Quick Edits

You can move an item that is still awaiting approval from the Orders Awaiting Approval Task List page back to the cart, so
that you can quickly edit it before it is approved. When you do that, the item is removed from the Orders Awaiting Approval
Task List page and is returned to your cart with all its information, where you can make your edits and send it for approval
once again (you will see the number on the

cart icon incremented by one).
You can do this only on offers that:

+ were submitted by you,
« are still in the awaiting approval status,

* have not yet been assigned to an Approver. Once the order is assigned to an Approver, this action disappears and the
notification "Order is currently being edited" is displayed.

To send offers still awaiting approval back to cart for quick edits:

1. On an offer submitted by you that is still in 'Awaiting for Approval' status, select "Return to Cart".

< Order History (1-200f 210)
ISBN + x Q  Filterdates n

~ Traumtexte : zur Literaturund  Order Date 08/19/202
& xuturnach 1900/
herausgegeben von Isolde
Schiffermiiller ; unter Mitarbeit
von Elisa Destro @

) Waiting for Approval

2. Open your cart and find the cart item. This item retains all its original details. Make the necessary edits to the cart item
and send it to approval once again.

List of Facets on the Orders Awaiting Approval Task List

Facet Description

Orders Awaiting Approval facets

Assigned

fo Displays staff member name and count of offers that have been claimed by other approver, as well as the count of offers that
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Facet Description

are still unassigned. Note that offers cannot come-in assigned. Staff members need to self-assign to claim an offer.

%;iyring If an offer already has an ordering library assigned, displays the name and count.

Selector Displays the selector's name and total count of offers they have submitted.

{\;I/s(taerial Displays the count of physical and/or Electronic offers submitted.

Rush If you have rush enabled, displays the count of offers that have been submitted with a rush request.

Fund If an offer already has a fund assigned, displays the name and count.

t(;)lirt)aetion This always reads 'book'.
Displays the route name assigned by a selector when submitting the cart. The routing name appears here with a count of
offers it has been applied to.

Route to Note

This field with institution-defined values must be enabled by support. Contact Customer Support to use this feature.

If nothing has been enabled, this field does not appear in the list of facets.

Facets that may appear when an offer has been submitted from a purchase request

Created
from Displays the the count of offers that are associated with a reading lists.
reading list

Requester Displays the requester's name from a reading list with the count of offers they have requested.

Processing If created from a reading list, displays as well as the count of offers the processing have requested.
Department

Academic _— .

Department If created from a reading list, displays the number of offers per department requested.
Course - .

Campus If created from a reading list, displays the count of offers requested per campus.
Course N .

Year If created from a reading list, displays the count of offers requested per course year.
_(I;grunr]se If created from a reading list, displays the count of offers per course term.

Citation N . s

Tag If created from a reading list, displays the count of offers per citation tag used.
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Institution-level Customizations of the Orders Awaiting Approval Task
List

Users with the role of Rialto Administrator can configure which of the fields on the Orders Awaiting Approval Task List are
mandatory. This is configured for the entire institution. See Institution-level Cart and Orders Awaiting Approval Task List

Customizations.
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