
Fund Accounting

Fund accounting is now available online.  You may now assign quantities of titles to branches and keep track of your 
budgets. Once you have created a list, go to “View Lists” at the top right-side of the page. 

Fund Accounting and MARC Records:  A Visual Tutorial

Click on the list to expand it. You’ll see a “Fund” icon beside each title.



If you want to view information on the title before assigning fund, scroll over the “fund” icon and the annotation will pop up.

When you doubleclick on the title, a fund box will appear for that title.  You will notice underneath the title that it shows how 
many copies you have available to  add fund information. Here I have 5. 

This screen will appear for every title I click on.



Once you’ve entered the information with your own codes, click “Add”. 
Another box will appear where you’ll enter additional copies to different branches.

When all quantities have been assigned, the 
system will notify you that no more copies are 
available.←

You can proceed to the next 
title by clicking the arrow

←

Make changes or delete an entry. 
If you delete, a new field at the top will appear 
allowing you to re-enter copy information.



Once you’ve finished your fund accounting you can click on the list name to close it. 
You may download MARC RECORDS for this list by clicking the MARC icon beside the list name.
You may download the list to Excel by clicking the box beside the list name under the Select header and clicking download.

←CLICK HERE TO 
DOWNLOAD MARC ←CLICK HERE TO 

SELECT THE LIST, 
THEN DOWNLOAD TO EXCEL

You may also download MARC records without Fund Accounting by following the same scenario as 
above without adding fund information

or 

get MARC Records for individual titles by clicking the MARC button under each title.



CLICK HERE TO 
SELECT THE LIST, 
THEN DOWNLOAD TO EXCEL

When you submit your order, you can still access your  fund accounting details by clicking on 
“Your Account” and “My Orders”

←
← Choose the order you want to view from 

the list. I’m choosing the first one.

Here is the order. You may click on the FUND button to view the Fund inforamtion.


