EDI Setup

Hello, Electronic Data Interchange, or EDI, is the computer-to-computer exchange of business documents in a standard electronic format between business partners. In the context of your library, you can use EDI to exchange information with a Supplier, also known as a vendor. 

You can send purchase orders, and they can send bib records and invoices, automating many of the tasks that were previously done by your staff manually. This streamlines your acquisitions operations, so they run more quickly with less effort. 

In this session, you will walk through the steps of setting up EDI for your Polaris library system. Once EDI has been configured, it also needs to be set up for each Supplier before you can use it for a purchase with that Supplier. 

However, that process is beyond the scope of this video. For more information about the steps covered in this video, as well as additional information, can be found on the EDI Setup Checklist in the Polaris LibGuide.

Now that you have an understanding of what EDI is, let's look at the five steps required to configure it in Polaris for your library.

Step 1: FTP
Verify that your library can send and receive files via FTP. Your system administrator should be able to answer this. 

Next, determine whether FTP should be set to active or passive mode. You may need to check with Suppliers to see which type they use. Then, in the polarisSA, go to Settings and Tables. Change the Module filter to Acquisitions. Locate the “Transmit EDI files in passive mode FTP” setting. Toggle to Yes if files should be sent in passive mode; otherwise toggle off to have files sent in active mode.

Step 2: EDI Invoice Defaults
Now you can set your EDI invoice defaults. These can be set at System, Library, or Branch level. For this example, you’ll set them at the System level.

On the EDI invoice defaults setting row, click Configure.

In the pop-up window, you can choose what you would like to happen If there is no corresponding PO line found. Including a Title, Destination where the item will go, and the Segment fund. As well as set an Alert note to notify you that the PO line needs attention.

You can also determine what will happen If charges are present, and what Header fund they should be applied to. If a corresponding PO line is found, you can check if you would like the PO line updated item status to received, as well as the circulation status, and if partial shipment invoices should be held until all items are received.

Lastly, you can decide which staff members you want to receive the invoice details. Enter their email addresses here; multiple addresses can be added and separated with a semicolon, but do not enter a semicolon after the last address. 

When you’re done, click Save and Close to apply your changes.

Step 3: Call Numbers
If the bibliographic records from the Supplier come with call numbers, they can be automatically included in the on-order item records that Polaris generates. This setting is also configured on the Settings and Tables page, but you need to change the Module to Cataloging. Locate the “Bring call number fields from bib to item records when link is made” setting, and verify that it has been toggled to Yes. 

Step 4: SAN
In order for EDI to function, your library needs to be identified by a SAN, or Standard Address Number. If you haven’t used EDI before, you might need to purchase an SAN through Bowker. 

The SAN needs to be entered into the branch work form, where the ordering process happens. Still in polarisSA, either from the home page or navigation panel, go to Organizations. Find your branch, open the Action menu, and select Edit.

This opens the Organization details in an editable form. At the bottom, you can enter the SAN in the Standard Address Number field. If more than one Branch, Library, or System does ordering, you will need to enter the SAN separately into each organization’s information form.

When you're done, click Save to apply your changes.

Step 5: Staff Permissions.
Lastly, staff members who will be involved in sending EDI orders will need relevant permissions, including access to records and all acquisition processes. Identify who these staff members are, and which permissions they need. 

For more information about assigning permissions, please watch the Permissions and Permission Groups session. You can also find more information about what permissions may be needed for staff members who will be working with EDI processing in the Polaris Documentation.

Please note that there is additional setup that must be done for each Supplier. Including setup on the Supplier’s website that ensures that bib records are sent with information in the 970 field that Polaris needs. 

EDI information on the Supplier record enables the exchange. See the documentation for more information. Additionally, your implementation team will need to enable an EDI SQL job before any EDI test orders are sent.

You now know what your library needs to configure to be able to use EDI and save your library staff time and effort.

Thanks for watching!



