
SWAN Acquisitions and 
Cataloging Networking 
Group
May 8, 2025



Welcome and Introductions

Name, home organization, and how long you have been there
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What is your favorite procedure or 
workflow update you adopted this past 
year?

Icebreaker question
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EDI Ordering
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Loading Bibs and Items without Orders

Loading Bibs and Items without Orders

Experiences with new 
vendors?

Batch loading records 
without Funds tracking –
Loading Bibs and Items 
without Orders

https://support.swanlibraries.net/documentation/66797
https://support.swanlibraries.net/documentation/66797


TS400 - "What is 
Acquisitions"

Check out our first Acquisitions 
course, geared toward libraries 
interested in Acquisitions but not 
yet using it!
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Acquisitions at the
 Tinley Park Public Library

Joy Anhalt

Technical Services Manager
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Acquisition process

• Pre-cats

• Reports













Reports

• On order items BCA report

















Joy Anhalt
Technical Services Manager
Tinley Park Public Library
janhalt@tplibrary.org

708-845-5713

mailto:janhalt@tplibrary.org


Symphony Acquisitions—
Using the Acquisitions 
Module

Julie Tegtmeier

Cataloging & Data Librarian
St. Charles Public Library



Why Use the Acquisitions Module?

• EDI Ordering
• A simple way to place and track orders, create on-order items, add new 

items to the collection, and pay invoices. 

• The Acquisitions Module will work for non-EDI orders too.



EDI Ordering – MARC Record & Order 
Loading
1. Download the MARC Order File from Vendor

2. Load Order File in using MARC Order Import Wizard

3. Run biborderload Report

1 2 3



EDI Ordering – MARC Record & Order 
Loading



EDI Ordering – MARC Record & Order 
Loading
4. Load Flat Order Records



EDI Ordering – MARC Record & Order 
Loading



EDI Ordering – MARC Record & Order 
Loading
5. Modify Date 
Ready in the Order 



EDI Ordering – Receiving Items
• Add Ordered Items to Catalog Wizard



EDI Ordering – Receiving Items



EDI Ordering –Pay Invoice Wizard



Non-EDI Ordering

• Our process for non-EDI ordering is similar to EDI ordering but with 
a few key differences

We use MarcEdit to create an order 
file similar to the vendor file.

We use the Add Invoice wizard to 
create invoices for these orders.



Pros/Cons – Order Tracking

Pros:

• Order Tracking

• Fund Management

• BCA Reports

• Staff Time

Cons:

• Setup Time



Inventories
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"How do you do it?" - The library perspective



Inventories

"How can we help?" - The SWAN perspective
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Series pages in 
Aspen
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Search series in Aspen through the 
dropdown pictured below

Sample series searches:
• Hunger Games
• Baby-sitters club

https://catalog.swanlibraries.net/Union/Search?view=list&lookfor=hunger+games&searchIndex=SeriesKeyword&searchSource=series
https://catalog.swanlibraries.net/Union/Search?view=list&lookfor=baby-sitters+club&searchIndex=SeriesKeyword&searchSource=series


Series pages in 
Aspen 
Continued
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• Fixes in Aspen update next week
oDuplicate copies of entries

oEntries that are not hyperlinked at 
all

• Things to submit a ticket for
oDuplicate series

oItems on the wrong series

oE-materials that can be manually 
grouped with other 

https://catalog.swanlibraries.net/Series/430
https://catalog.swanlibraries.net/Series/6183
https://catalog.swanlibraries.net/Series/6183
https://catalog.swanlibraries.net/Union/Search?view=list&showCovers=on&lookfor=baby-sitters+club+super+special&searchIndex=SeriesKeyword&searchSource=series
https://catalog.swanlibraries.net/Series/6183
https://catalog.swanlibraries.net/Series/6183
https://catalog.swanlibraries.net/Series/6183


Update from Cataloging Working Group
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Open Discussion

• Process & maintenance for board games (INS – Jeanine)

• Digital accessibility standards (WMS – Laura)

• Other topics?
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Thank you for attending and thank you to 
Susana Leyva and Downers Grove Public 
Library for hosting!

Co-Chairs : 

Susana Leyva (Downers Grove Public Library)

MaryKellie Marquez (Warrenville Public Library District)
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Next meeting:

September 11, 2025 – 9:30AM-11:00AM (virtual)

Register on L2

https://swanlibraries-net.zoom.us/meeting/register/tZYuc-qprD8pE9YIrlRD_ct95jCsJbVVGyz8#/registration
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