How to Place a Reserves Purchase Request Using POOF

Step 1: Check Ares Purchasing Queue
1. Check the “Awaiting POOF Processing” queue for items waiting to be purchased, and open the item record you wish to work on (if this queue is not showing up in Ares, there is nothing currently awaiting purchase).

Step 2: Use Amazon and/or Worldcat to find the item
1. Using amazon.com (or whatever alternate source is necessary), find the item and its estimated price—you will need this later.
2. If the ISBN or OCLC number are included in the Ares record you can skip this step, otherwise:
· [bookmark: _GoBack]If the item is a book, you should also be able to find its ISBN via the Amazon page
· If the item is not a book or if you can’t find an ISBN, go to https://cornell.worldcat.org to find the OCLC number.

Step 3: Place a POOF request
1. Go to http://poof2.library.cornell.edu and sign in if necessary:
okureserve@cornell.edu / reserveoku
· If you do not have a Poof account for your reserves department, you will need to create one using the Sign Up option.
2. Under “Selector Tools” choose “Create a new order”
3. Paste either the ISBN or the OCLC number into the appropriate “Start here” field and click “Go”
4. Select any item that looks correct from the list that results—the “Check Bibliographic Information” section should populate automatically (if the item was not found by POOF or if you are getting incorrect or confusing results, manually enter as much bibliographic information as you can).
5. Under “Enter Order Information,” click the “Show course reserve information” button and enter the course number and semester shown in Ares.
6. In the “Price” field, enter the price you found above, rounding up to the nearest dollar and not including the dollar sign (e.g. if the item costs $11.29 you would enter 12.00). If you did not find a price for the item, enter 1.00)
7. In the “Fund” dropdown, choose the following fund code:
· 7311
8. In the “Locations” dropdown, choose “Uris”
9. For “Rush?” select “Yes”
10. In the “Note to acquisitions staff” field, type any instructions, usually something like:

Please purchase one physical copy per instructor request - https://smile.amazon.com/Beyond-Good-Evil-Prelude-Philosophy/dp/0679724656

11. Click the “Order” button to submit your request.

Step 5: Route the item in Ares
1. In the Ares Item Record, click the “Route” button at the top and move it to “Awaiting POOF Fulfillment”.
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