Loading Invoices

1. In a web browser, connect to http://psw.oclc.org/psw/.
2. Click on "Records and Reports".
3. Click on "OCLC PromptCat labels, records and reports".
4. Enter your OCLC authorization and password. 

5. Click OK
6. Select the desired file to download.  The files are named according to the invoice date.  A file that contains the number 070602 is from July 2, 2007.  The date you are looking for is usually the first available date after the invoice date.  The first section of files on the page is the section for invoices to download. If you scroll down, there is a section labeled “Reports” with file names that correspond to the invoices to download.  If you click view, you can view a report that lists the invoices included with that file name.  When you find the file you need you can scroll back up to the records and download the correct file.
*The reports do not open in new windows so be sure to use the back button on your browser window.
*Files that end in “FIRM” are firm order invoices, and files that end in “APPR” are approval order invoices.
7. After you select the correct file, save it to your desktop (or another folder of your choice).
8. If the file contains invoices you that you do not wish to load (each file contains multiple invoices), or if you are downloading an approval invoice that has returns, you will have to edit the invoice in MarcEdit before proceeding.  (see MarcEdit instructions)

9. When the invoice has been edited or if no editing is required, in Millennium Acquisitions, go to “Import Invoices” on the left toolbar.

10. Click “Get Shipment.”

11. Click browse (bottom of the window.)

12. Change the “look in” drop down menu to your desktop (or wherever you saved the file).
13. Find the file and click open.

14. Check the tickbox to the left of the shipment number (should be shipment number 1).

15. In the load profile drop down menu, select “Approval plan interface Bib and Order Record.”

16. Fill in the vendor field with “yanke.”

17. Click Process.

A dialogue box will pop up asking if you wish to delete shipment No.1.  Click “Yes”

18. Click on the “Accept/Reject” tab at the top of the screen.

19. Select your pay file in the session drop down menu and click Select.

20. Review the invoice for lines that do not say accept and for fund problems.

a. If you are changing any funds, do so at this point by highlighting the fund code and typing in the new fund.

b. Ensure that the total displayed in the bottom right hand corner matches the total on the paper invoice.
21. When you are ready to pay the invoice, click process.
22. Make sure the total on the invoice matches the total on the window that pops up.

23. After processing the invoices, you will need to manually check the imported records to ensure that the correct record has been loaded.
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