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User Manual 
 
 
 

www.coinfo.com.au 
 

This powerful suite of web-based book selection and acquisition tools is available to anyone in the 
academic and library community. CoInfo works the way you do, simplifying your workflow and giving you as 
much flexibility and control as you need. 
 
 

CoInfo Workgroups 
 

This option further enhances shared workflows, allowing the library to manage groups of users online, 
providing complete control over access and authority. Users can view details of books that have been 
selected by others in the Workgroup, as well as titles already ordered. 
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1.  CoInfo Registration 
 
 
 
CoInfo users benefit from enhanced functionality 
 

To register, click on Register for CoInfo at the top right of our home page.  
Simply enter the information requested then click Save when finished. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
An email will be instantly sent to you to confirm your registration. You will need to click on the link in the 
email to authenticate your registration details. Once you have authenticated, you will be able to 
immediately access the enhanced features of CoInfo using your Sign-in and Password. 
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2.  Selection Possibilities 
 
 
Identifying required titles 
 

There are numerous resources available within CoInfo to assist in the selection of titles for purchase 
consideration. 
 
 

2.1   New Title Alert 
 

Stay informed of new and forthcoming books in your areas of interest with the New Title Alert, a 
comprehensive, fully-featured online list of new books and other information products tailored to the 
profiles you control.  
 
Each month, you are automatically alerted to the new online list by an email prompt. At your preference, 
the email itself can contain the entire list for the purpose of quick review, with links to the online version. 
 
To setup profiles that create the Alert, refer to section 2.3.1 of this document. 
 
To access your New Title Alert online, click through to CoInfo from the monthly email, or select New Title 
Alert from the CoInfo Books menu, at any time. 

 

 
 

The Alert’s header includes the name you assigned to the profile and the month the Alert was generated, 
as well as the number of products in the Alert and the number of web pages (each page having 15 
products). 
 
Review your Alerts when it suits your workload. Not only are previous Alerts stored online (select from the 
list at the top left of the page), but they are dynamically updated for prices, availability and other changes 
each time you access them. 
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2.2   Books TitleSearch 
 

Search for the books you need  
Searching our database of 3 million titles is simple and effective because your searches are conducted in 
much the same way as the leading search engines, requiring no knowledge of complex search strategies. 
 

 
 

2.2.1    Quick Search 
 

Enter a keyword into the field on the top left of any CoInfo page to quickly find the title you are searching 
for. You may enter a title, title keyword, or ISBN in this field. 
 

 

 
 

2.2.2    ISBN Search 
 

Quickly find a product by entering a single ISBN (10-digits or 13-digits) with or without hyphens. Note: The 
ISBN format must not include spaces. 
 

 
 

 
Or select Multiple ISBNs to search for up to 330 ISBNs at once 

 

 
 

This function will save time if you have a pre-determined list of ISBNs (10-digits and/or 13-digits) from other 
sources. Simply click the Multiple ISBN box and paste (or key) your list into the Multiple ISBN search box. 
 
 
Note: The ISBN format must not include spaces. However, extraneous characters (e.g. hyphens) are 
accepted. The search result will highlight records that are not (yet) on the database, or are invalid ISBNs. 
Click on the links at the top of the search result in order to identify these. 
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2.2.3    Title Search (Advanced) 
 
Here you can search by keywords, DDC or LCC subject codes, formats, publishers etc with options to 
exclude titles that are not yet published, out of print or already in another Booklist.  
 
As you cannot always judge a book by its cover (title), try selecting Also search in Table of Contents to 
discover additional titles relevant to the keyword you are searching. 
 

 
 
 

You have the option to exclude products that are not yet published and/or unobtainable because they are 
superseded or out of print. You also have the option to only display products that are “Not Yet Published”. 
 
 
 
  

Tip: In the show titles written or edited by field try entering the author name using quotes 
and last name, first name - i.e. “author, an” 
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Select Show Advanced Search for a further array of search criteria and filters. 
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2.2.4    Search by eBook Purchase Models 
 

You can restrict your Books TitleSearch in CoInfo to retrieve only your preferred eBook platform and 
purchase model, including: 

 EBL Non Linear (NL) 

 EBL Unlimited Access (UA) 

 Ebrary MUPO 

 Ebrary SUPO 
 
From Books TitleSearch, click the Select From List button and choose your preferred eBook purchase 
model/binding field. 
 

 
 
 
 
 
 
 

 

Tip: Hold down the Ctrl key to select multiple eBook purchase models/bindings. 



 

CoInfo User Manual   |   January 2015 www.coinfo.com.au Page 10 

The options you select will be listed. 
If required, you can combine with other criteria, such as ISBN, keyword, etc. 

 

 
 
 
 
The search results highlight the eBook platform and purchase model of each title in red bold text. 
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The full record also highlights the eBook platform and purchase model. 
 

 
 
 
 
 
 
 
 
 

 

Tip: From any EBL eBook title there is a link called [Preview The Book]. This opens a new 
window, with a link that takes you to a timed preview of the book. Here you can preview 
sections of the book for free (5 minute limit). 
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2.2.5    Search by Next / Previous Result 
 

When looking at a search results list in CoInfo, there is now a Next and Previous button, so you can move 
from one full record display to another without having to go back to the results list. 
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2.3   Manage Profiles 
 

All profiles are accessible from the Manage Profiles tab on the menu. 
 

 
 
 

Set up as many profiles as you need. 
 

There are three types of profiles that can be created:  
1. New Title Alert Profile 
2. Title Search (Saved Search) Profile 
3. Approval Plan Profile 

 
 

 
 
 
 
To edit or review profiles, select the Saved Profiles tab. 
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2.3.1    New Title Alert Profiles 
 

The New Title Alert is sent to you automatically (refer to section 2.1 of this document). 
Setting up a profile for your New Title Alert is easy. Set up as many profiles as you need. 
 
There are lots of ways to customise your New Title Alert profile to suit your own personal requirements. 
 

1. Delivery methods: 

 Online and Email Alert 

 Online Only - No Email Alert 
 
 

2. eBook formats: 

 All 

 EBL only 

 ebrary only 
 
 

3. Subject classifications: 

 Library of Congress Classification (LCC) 

 Dewey Decimal Classification (DDC) 
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LCC Subject List 
 

 

 
 
DDC Subject List 
 

 
 

 
 
 
 

Tip: To select a more specific subject area in your New Title Alert, click on any subject with 
blue (underlined) text to reveal the next level of available subjects. 
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You can add additional recipients (colleagues) that may wish to also receive your New Title Alert email. 
 
 

 
 
 
 
When you have completed your profile preferences, name your profile and select the Save button. Once a 
Data Saved box appears, you can then continue making your next profile. 
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2.3.2    Title Search Profiles 
 

By setting up Title Search profiles (or Saved Searches), you can avoid having to enter the same search 
criteria for each Title Search. From the Create New Profile tab in Manage Profiles select the Title Search 
radio button and click Continue. 
 

 
 
 
Enter keywords, DDC or LCC subject codes, formats, publishers etc. with options to exclude titles that are 
not yet published, out of print or already in another Booklist. Once you have completed your profile 
preferences, name your profile and select the Save button. When the Data Saved box appears, you can 
then continue making your next profile. 
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Once set up, these saved searches can be updated at any time and can also be run from the above page or 
from the My Searches list on the standard Title Search page as shown below (provided you are signed-in). 
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3.  Search Results 
 
 
 

3.1   Library Holdings Visibility 
 

This option allows any library to submit a file of their holdings to CoInfo and is linked to all the library’s 
CoInfo users. A blue message “Holdings exist for product” is visible in brief and full title display, alerting the 
user that they already hold the item even if it was not purchased from CoInfo. This message displays at the 
list level, eliminating the need to check title by title. 
 

 
 
 

3.2   Open URL 
 

The Open URL feature allows a link to check your individual library holdings, preventing the reordering of 
titles that your library may already contain. 
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3.3   Integrated Acquisition of Print and eBooks 
 

Integrated acquisition of print and eBooks allows for simple web ordering via the online trolley to more 
advanced acquisition options. Customised MARC data can be exported from CoInfo for your selected titles 
to create order files within your ILMS. 
 

 
 
 
 
 
 
 
 
If a title is part of an eBook collection, the specific collection is listed with a direct link to the publisher’s 
website. 
 

 

Tip: At the title level, select the tick box of your preferred alternate format(s) to add it to a 
booklist. 
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3.4   Search Result Details 
 

To simplify discovery, LCC and DDC are now displayed at the search result level, eliminating the 
requirement to click through to the title detail level. 
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4.  Manage Selections & 

Acquisitions Using Booklists 
 
 
Booklists allow you to save information in order to print, email, export or share with your 
colleagues – as well as simply save lists of products for future reference.  
 
Titles identified on CoInfo may be organised and managed in Booklists. Titles may be added or removed at 
any time. Booklist items may be actioned, either individually or by batch, in multiple ways: 

 Product detail may be downloaded in Text, Excel or MARC format  
 Booklists may be recommended for review either by e-mail or by copying to another CoInfo user  
 Items stored in other Workgroup members’ booklists are clearly marked  
 If a user has permission to view product Order History, it will be accessible from the Product Detail  

 
MARC data may be added and saved to Booklist titles for further review and action. Local data (name, fund, 
selector note) may be added at the record level or booklist header level. Records are easily marked, and the 
tags are retained even when re-sorting or moving through subsequent pages of a search result, alert or 
booklist. 
 
Individual records or entire booklists can be easily emailed, printed or saved to Excel/text, without having 
to understand icons. CoInfo even saves the email addresses for your future use. 
 
Automatically copy online any record or booklist (with a handy notes field) to a colleague, who may 
optionally receive an email prompt that includes a link to the newly arrived booklist. To avoid unwanted 
recommendations, you will need to know your colleague's CoInfo "sign-in" (not their password). 
 
Add a note or description to your Booklist. There is no limit to the size of the note and it will stay attached 
to the Booklist if it is copied to other registered CoInfo colleagues. 
 
Don’t want to order products before they are published? Need to create a wish-list? Save items to a new 
Booklist. Check back regularly because data is dynamically updated with the latest price and availability 
data. Simply order when you’re ready. 
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4.1   To Access Booklists 
 

Select Book Lists from the CoInfo Books menu. 
 

 
 
From this index of your personal Booklists, the following information is provided: 

 Booklist name 

 Notes - add descriptive information (to the entire list – see example below) 

 Original date list created 

 Date list last modified 

 Details of each Booklist that has been copied to you by another user, including the date of this 
action and details of that user name 

 

You can rename your Booklist or delete it (this cannot be undone) 
 
 
 
 
 
 

 
 

  

Tip: On the Booklist index, there is a useful tool to add Notes to any Booklist – simply select 
Notes next to the relevant Booklist and add the information (no character limit) to the pop-
up window (see example above). 
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4.2   To Share a Booklist 
 

A Booklist can be shared by email or within CoInfo from the Recommend drop-down box. 
 

 
 

 
 

4.2.1    Share a Booklist via Email 
 

To share or recommend a Booklist, open the Booklist (click on its name from the Booklist index page). Tag 
all relevant items in the list and then from the left menu, select Recommend, then Send as Email from the 
drop-down box. 
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An email will be sent containing the tagged Booklist titles. 
 

 
 
 

4.2.2    Share a Booklist with another CoInfo User 
 

To share a Booklist with another user (automatically copying it to that user’s list of Booklists), the following 
sequence is recommended: 
 

 Select the Book Lists (index page) from the CoInfo top menu 
 

 Open the Booklist (click on its name from the Booklist index page). From the left menu, tag all 
relevant items in the list, select Recommend, then Send as Booklist from the drop-down box. 

 

 Enter each user’s Sign-in (but not password) and add in order to avoid unsolicited use of this 
function. CoInfo will send an automatic email to prompt your colleague to discover your list in their 
CoInfo Booklists. 
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The Booklist will appear in the recipients CoInfo Book Lists (see example below) 
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5.  Working with Booklists 
 
 
Booklists, New Title Alerts and Title Search Results all provide rich data and a range of functions 
that work in with any library workflow. 
 

Note: Virtually identical functionality is available for your Booklists, New Title Alerts and Title Search result 
lists. 
 
You will notice that every list includes extensive bibliographic detail when available for each item: 
 

 Title: Sub-title  Media 

 Author(s)/Editor(s)  Number of pages 

 Year of publication  Date that Availability was last checked 

 ISBN  Price (inclusive/exclusive of GST) 

 Publisher  Short Description and/or Table of Contents 

 Binding  LCC / DDC 

 Edition  

 
 

5.1   Working with a Single Item 
 

Clicking on any specific Title or [More] will take you to the Product Detail page where the above 
information is supplemented with: 
 

 Availability 

 Subjects (DDC & LCC) 

 Series title / volume 

 Alternate versions.  

 Description / Contents 

 Cover image (if available) 

 Check my holdings (if previously set up with CoInfo) 
 
Each page automatically updates the Availability data within a few seconds of first viewing the page. You 
have experienced the power of the CoInfo Web Services, which simultaneously access our supply partner 
databases. "In stock at CoInfo Source" means the item is actually in stock in at least one of our major supply 
partners and you can have confidence that it would usually be delivered within 15 business days. However, 
if an item is reported "Not in stock" it is highly likely that we will also obtain it promptly in the timeframe 
shown. 
 
 

5.1.1    Links to (other) Booklists 
 

If any listed products have already been included in, or added to another of your personal Booklists or New 
Title Alerts, you will notice a handy reference under each one as follows. 
 

* This item is in the following Booklists. "Medicine & Health" 

 

Similarly, you are able to see if any Workgroup colleagues have previously identified an item and placed it 
in a Booklist or MARC queue. 
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5.1.2    Order duplication alert 
 

If any item has been previously ordered or purchased on an account directly linked to your Sign-in, details 
of the order date, number and (if already invoiced) invoice number will be displayed on the Product Detail 
page. 

Orders History: 
Ordered 14/03/2014 #1234-ABCD 
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5.1.3    Working with one detailed item record at a time 
 

Clicking on any Title or [More] will take you to the Product Detail page. 
 

 
 
 

5.1.4    To action a single item from the Product Detail page 
 

Click any of the following options: 
 

 Action this item: 
 

 
 

 Buy (Add to Order Trolley) - If the library chooses, orders may be placed in the Trolley and ordered 
on a specific customer account (if the user has been granted permission to do so by the Workgroup 
Administrator). At checkout, you will only see the account codes on which you have been given 
permission to order and will also be given the choice of entering credit card details. If the user does 
not have permission to order on any Library account, they may still place an order by entering a 
delivery address and credit card details. This is useful for direct departmental or faculty orders and 
private purchases. 
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 Email to Colleague – this will request a dialogue box from which you can automatically email details 
of this product to anyone. The addresses you enter will still be there when you next return. The 
email sent to your colleague includes a link to the CoInfo page for the recommended product. 

 
 Add your MARC data (full view) – this will invoke a comprehensive MARC record structure that 

allows you to add or edit MARC data as well as add Vendor Notes or 960 series local data. 
 

When you complete this action by saving your data, the Booklist or Alert web page will be 
refreshed to include your added data under the product information as follows: 

 

 
 

 Queue MARC for FTP – adds the product to a batch of records to be exported to the library 
automation system via FTP transmission. 

 
 Download as Text, Excel or MARC record file – these export options may be used to export full 

details in the format of your choice. The output file is made available to you immediately. 
Occasionally, browser settings may prevent this function from completing.  Simply perform it a 
second time to overcome this. 

 
 Add to Saved Trolley –  To view, send to a colleague or delete a Saved Trolley, select Saved Trolley 

from the Books menu. Saved Trolleys that have been sent to you by a colleague are indicated with 
that colleague’s user name. This option is available from Books TitleSearch results, a New Title Alert 
search or a Book List. 
 

 
 
 Add to Booklist - You may setup as many Booklists as you need.  Booklists have almost identical 

functionality and features as the New Title Alert. You must give each list a Booklist title. To retrieve, 
rename, append a note to, or delete any Booklist, select Booklists from the Books menu. Booklists 
that have been copied to you by a colleague are indicated with that colleague’s user name. 
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5.2   Working with Multiple Items 
 

5.2.1    To select for action all items in the list 
 

Click Tag all items in list (or to de-select, click on Clear tags in list) 
 

 
 
 

5.2.2    To select for action all items on the current page 
 

Click Tag all items on page (or to de-select, click on Clear tags on page) 
 

 
 
 

5.2.3    To select for action one or more items 
 

Click the tag (tick box) to the left of any listed item (or to de-select, click on the tag again). 
 

 
 
 

5.2.4    To action selected (tagged) items 
 

Click any of the following options: 
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 Buy (Add to Order Trolley) 
 

If the library chooses, orders may be placed in the Trolley and ordered on a specific customer 
account (if the user has been granted permission to do so by the Workgroup Administrator). At 
checkout, you will only see the account codes on which you have been given permission to order, 
and will also be given the choice of entering credit card details. If the user does not have 
permission to order on any Library account, they may still place an order by entering a delivery 
address and credit card details. This is useful for direct departmental or faculty orders and private 
purchases. 

 
 Remove from List – selecting this action removes the product from this list. 

 
 Add your MARC data – this will automatically display an extract of the MARC record structure that 

allows you to add or edit MARC data and add Vendor Notes or 960 series local data. When you 
complete this action by saving your data, the Booklist or Alert web page will be refreshed to include 
your added data under the product information. 

 
 Print items – in a printer-friendly format. 

 
 Queue MARC for FTP (this menu item is only visible when your Workgroup Administrator has 

granted permission) 

 
 Add to Booklist – use this function to add tagged items to a new or existing Booklist. To instantly 

create a new Booklist, select Add to New Booklist at the top of the drop-down box. A pop-up 
window will ask you to give your new Booklist a name. To access any Booklist, select Book Lists 
from the CoInfo Books menu and click on the name of the appropriate list. There is a handy facility 
to add Notes to each Booklist – simply select Notes and add the information you need to the pop-
up window. 

 
 Add to Saved Trolley – use this function to add tagged items to a new or existing Saved Trolley. To 

instantly create a new Saved Trolley, select Add to Saved Trolley at the top of the drop-down box. 
A pop-up window will ask you to give your new Saved Trolley a name. To access a saved trolley, 
select Saved Trolley from the CoInfo Books menu and click on the relevant saved trolley name. 

 
 Download as Text, Excel or MARC record file – these options may be used to export full details in 

the format of your choice. The output file is made available to you immediately. (Occasionally, 
browser settings may prevent this function from completing.  Simply perform it a second time to 
overcome this.) The MARC option facilitates EDI ordering by allowing you to upload MARC data to 
your Library Management System, either made available for download on CoInfo’s servers or 
actively placed in a specified directory on the Library’s network. These records may be 
subsequently overlaid by full MARC records from CoInfo’s Cataloguing team or any other source. 

 
 Recommend by Email – this will invoke a dialogue box from which you can automatically email 

details of this product to anyone. The addresses you enter will still be there when you next return. 
The email sent to your colleague includes a link to the CoInfo pages for the recommended 
products. 

 
 Recommend as a Booklist – use this function to add the tagged items as a Booklist to another 

CoInfo user. You will need to know that user’s Sign-in (but not password) in order to avoid 
unsolicited use of this function. An email will be automatically sent to prompt your colleague to 
discover your list in their CoInfo Booklists. 
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5.2.5    To sort or print the list without tagging 
 

 Sort by Year of Publication, ISBN, Title, Author, Publisher, DDC or LCC (descending order) 
 

 
 
 

 Print All Pages (or Print This Page) - you can produce a printer-friendly page of the full list or 
current page using these functions, which are located at the top right of the web page 
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6.  Working with MARC Data 
 
 
CoInfo provides acquisitions team members with the ability to add local data and queue records for FTP 
directly from Title Search search results and Booklists. 
 
Local data may be added across the entire list, across tagged items or for individual items only. When 
adding local data, tagged titles may be immediately queued for FTP from the MARC template. 
 
 

6.1   MARC Template 
 

Many libraries have the need to customise local data tags and auto-populate specific information relevant 
to the configuration of their Library Management System. The CoInfo MARC Template allows the Library to 
configure MARC tags and system data to meet their specifications, and to make changes at any time.  The 
Template is accessed from the menu as below. 
 

 
 
Elements of the MARC Template include: 

 Control number may be assigned either to Tag 001 or 035  
 A default value may be entered into Tag 082, if required  
 All tag descriptions, numbers, indicators, subfields and repetition may be modified to suit the 

Library’s needs  
 Default or system data may be set to display automatically for each MARC record 

 

 
 
Once customised, the MARC template will be applied to any records for which you choose to add MARC 
data, either individually, or by batch.  
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6.2   Multiple MARC Templates 
 

Multiple templates are now available upon request (contact your Business Development Manager for more 
details) for exporting brief records across multiple fund or location codes. 
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6.3   MARC Full View (Item Level) 
 

Local data can be added to the data created by the template at the item level. All MARC data can be edited 
in CoInfo before use. 
 
Add your MARC data – this will automatically display an extract of the MARC record structure that allows 
you to add or edit MARC data and add Vendor Notes or 960 series local data. When you complete this 
action by saving your data, the Booklist or Alert web page will be refreshed to include your added data 
under the product information. 
 
 

 
 
 

 
 
 
(See over for screen shot) 
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6.4   MARC Batch View (Header Level) 
 

Local data can be added to the data created by the template at the header and item level. All MARC data 
can be edited in CoInfo before use. 
 
Select Add your MARC data – this will automatically display an extract of the MARC record structure that 
allows you to add or edit MARC data, as well as add Vendor Notes or 960 series local data. When you 
complete this action by saving your data, the Booklist or Alert web page will be refreshed to include your 
added data under the product information. 
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6.5   Working with the MARC Queue for EDI Ordering 
 

The MARC queue provides multiple acquisition team members with the ability to add titles (with or without 
local data) directly from Title Search, New Title Alerts or Booklists throughout the day. 
 
The MARC queue provides the web user with the ability to review queued records prior to download, to 
amend local data to all items or selected items, or to remove items, as required. This function becomes 
operational as soon as an FTP folder has been setup for the Library on one of CoInfo’s servers. 
 
CoInfo facilitates EDI ordering through the Library Management System by exporting MARC data, either to 
be made available for download on CoInfo’s servers or actively placed in a specified directory on the 
Library’s network. 
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7.  The Trolley 
 
 
 

7.1   Your Trolley 
 
 

 
 

 

Click on the Your Trolley text in the top right hand corner of the CoInfo website to view the contents of 
Your Trolley. 

 
 

 
 

 
Note:  The red delete button next to each title will permanently delete the title from Your Trolley. The 
option to restore title has been removed. 
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7.1.1    Customise Your Trolley data 
 

Your trolley allows you to customise: 
 General Order Comments 
 Order Number 
 Fund Code 
 Order Instruction 
 Quantity 

 
 
The user can customise individual or multiple titles by tagging items and using the Action Tagged Items 
options. Click the Save Trolley button after any customisation. 
 

 
 
 
Select the green Checkout button to Choose Customer, Delivery Address and select method of payment. 
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7.2   Saved Trolley 
 

You can now create a trolley, add order related data and send it on to a colleague. 
 

To create a new saved trolley or add to an existing one, select the drop down box from the Product Detail 
page or the Action tagged items menu. This option is available from Books TitleSearch results, a New Title 
Alert search or a Book List. 
 

 
 
 
To access a saved trolley select Saved Trolley from the CoInfo Books menu. 
 

 
 
 
 

From this index of your saved trolleys, the following information is provided: 
 

 Saved Trolley Name 

 Web User name of the Saved Trolley creator 

 Number of items contained in the Saved Trolley 

 Original date Saved trolley created 

 Date Saved Trolley last modified 

 Details of each Saved Trolley that has been send to you by another user, including the date of this 
action and details of that web user 
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You can also send your Saved Trolley to a colleague or delete it (this cannot be undone) 
 

 
 
 
Select a Saved Trolley to view the contents and customise.  
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Saved Trolley allows you to customise: 
 

 General Order Comments  Order Instruction 

 Order Number  Quantity 

 Fund Code  

 

The user can customise individual or multiple titles by tagging items and using the Action Tagged Items 
options. Click the Save Trolley button after any customisation. 
 

 
 

 
To select a title to add to your trolley, click the tick box next to the relevant title then click the green 
Purchase button. To select all titles in the Saved Trolley select the tick box in the column header. Note: This 
purchase action adds titles to your existing trolley contents. 
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8.  Order Search & Management 

Reports 
 
 

8.1   Order History 
 

Be alert to potential duplicated orders 
 

If any item has been previously ordered or purchased on an account directly linked to your Sign-in, details 
of the order date, number and (if already invoiced) invoice number will be displayed on the Product Detail 
page. 
 
     Orders History: 
     Ordered 17/03/2014 #1234567 
 
 

If the user is part of a CoInfo Workgroup, this feature will only display if permission has been granted by the 
Workgroup Administrator. 
 
 

8.2   Order Search 
 

Order Search allows you to manage all your orders online. 
 

 
 
 
To review your order history, or the progress of an order, use Order Search.  
 
Search by: 
 

 ISBN  Fund Code 

 Order Date Range  Customer Account 

 Order Number  Despatch 

 Invoice Number  

 
 
Order Search allows you to easily identify: 
 

 Progress on any specific order 

 Data on any range of completed or open orders, or both 

 Orders under approval plans and series orders 

 Print and e in online order history 
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Note: The default setting for order date range is 30 days. If your date range exceeds this, please select the 
Last 90 days, Last 180 days and custom date range options. 
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Each listed order line has convenient links that provide: 

 For items awaiting consolidated shipping, the notation “ready to ship” 

 For items not yet supplied, the latest known availability status 

 For shipped items, details of the CoInfo invoice, including the net line price ex-GST after the 
library’s discount 

 Link to the bibliographic record, including latest pricing and status 

 Online request to CoInfo for order follow-up 

 Online request to CoInfo for order cancellation                                                                                        

 Details of any previous orders for the same item 

 

 
 
Order data is available online at the end of the day in which you placed your order. 
Information about any orders, whether ordered directly on CoInfo or by EDI, EOD or email, etc. are 
available on Order Search. 
 

 

8.3   Management Reports 
 

Order Search allows you to create commitment and expenditure management reports for any selection of 
dates, funds, etc. 
 

Select the status “On order only” to create a management report of your order commitments at the time of 
the report. 
 

Select the status “Invoiced only” to create a management report of your invoiced expenditure for the 
period you nominate. 
 

Save the Order Search result as an Excel file, using the option at the top of the page, and you will be able to 
manipulate the data, providing flexibility to view information and create reports specific to your needs. 
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9.  Approval Lists 
 
 

9.1   Reviewing Approval Plan lists in CoInfo 
 
Approval Plan title lists will be delivered to you for your review, inside CoInfo, directly to your CoInfo Sign-
in. You will be notified by email that a new list has arrived. Note: We recommend using IE browser. 
 

 
 
 
You can click on the link in the email to go straight to the list. Click on the Approval List Name to open up 
the list. Note: You need to be signed in to CoInfo to see the list. 
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Alternatively, if you don’t want to look at the list straight away, you can sign-in to CoInfo at a later time, 
and the list will be under the Approval Lists tab.  Click on the Approval List Name to open up the list.  
 

 
 
 
By agreement with CoInfo, a list may be sent to multiple recipients at your library. In that case, all 
recipients will be able to see the list under their respective CoInfo logins, and discuss as a group, but only 
one person should make changes to the list. 
 
 
The CoInfo Collection Development team may add a note for you, at the title level.  This may include 
information such as your holdings of previous editions, etc.  If there is a note for you, it is indicated by a 
pencil showing on the notes icon.  Click on the icon to open and read the note. 
 

 
 

 
 
 
In the list you can click on any title or [More] to see the full details in CoInfo. 
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For EBL titles there is an option to [Preview The Book]. 
 

 
 
 
Preview the book from the EBL platform 
 

 
 
 

 
… allowing you 5 minutes of free browsing of the entire book. 
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You can navigate to the [Previous] and [Next] title in an Approval List. 
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If you wish to download a list to Excel, just click the check boxes to the left of the titles during the review or 
approval process. 
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9.2   Approving and Rejecting Titles 
 

9.2.1    Rejecting Titles 
 

By default, all titles are approved when you receive the list. To reject a title, click on the drop down and 
choose Rejected. 
 

 
 
 
 
You will be prompted to select a reason for rejection – click on the drop down and select the appropriate 
reason. This provides valuable feedback to our Collection Development team, and contributes to further 
refining of your profile. 
 

 
 
 
 
After you have rejected a title, click on the box adjacent to Unreviewed   
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The status of that title will then change to Reviewed 
 

 
 
 
 
9.2.2    Changing Quantities and Locations 
 

If you are Approving a title (which is the default), you may want to add locations or change quantities, 
before you click the Reviewed box. If you click on the Add box below Location Code, you can add locations. 
 
 

 
 

 
Click on the drop down next to a Location Code to choose a different location 
 

 
 
 

 
Change the quantity to the appropriate number for each location 
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When you have finished changing quantities and locations, click the Save button, then change the status to 
Reviewed. 
 

 
 

 
Continue working through the list until all titles have a status of Reviewed. 
 
 
Note: As you work through the list changing quantities and approving titles, the system will keep a running 
total of the list price (that is, price before your discount is applied). This is just a quick visual guide for you. 
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You do not have to work through the list in order, or all in one session. If you come back to a list, the 
Reviewed or Unreviewed statuses will remind you which titles you have already dealt with. 
 

 
 
 
 

9.2.3    Finishing Approval Lists 
 
When all the titles have been changed to a status of Reviewed, the status of the list will change to 
Approved. 
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10.  Workgroups Administration 
 
 
CoInfo Workgroups are a powerful tool to enhance the selection and acquisition process in any 
library workflow. 
 

This functionality allows libraries to manage groups of linked CoInfo users. Workgroup Administrators have 
full control over adding and removing users from groups as well as setting permissions for each user to 
view or order on specific Library accounts. With Workgroups, items which are in the MARC queue or the 
Booklists of other users in the group are readily identifiable, making it easier to distinguish items previously 
chosen by other selectors. Saved Searches, New Title Alerts, and Approval Plan profiles may be monitored 
and maintained by the Administrator for all users in the Workgroup. 
 
 

10.1   To set up a new Workgroup 
 

If you would like to set up a new Workgroup, please contact us at coinfoservice@coinfo.com.au . 
Workgroup set-up, Administrator permissions, and the linking of CoInfo’s customer accounts are managed 
internally at CoInfo for added security. For more information, please don’t hesitate to contact your 
Business Development Manager (contact details can be found on the back page of this manual).  
 
 

10.1.1    Workgroup administration and maintenance 
 

As a Workgroup Administrator, you may add or remove users from the Group(s) you manage. 
 

Workgroup administration features and permission controls are available from the Group Maintenance tab 
on CoInfo. 
 

 
 

Features on this tab allow complete management of the following: 
 

 

 

10.1.2    Link CoInfo Users to Workgroups 
 

CoInfo users may belong to as many Workgroups as needed, and each Workgroup may have single or 
multiple Administrators. 
 

 
 

 
 
 

mailto:coinfoservice@coinfo.com.au
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You may add users to your Workgroup(s) in two ways: 
 

10.1.3    Add an existing user 
 

To add an existing user, you must first ask them to provide you with their Sign-In and Password. Click on the 
Add Web User button at the bottom of this form and enter the details in the space provided. If the Send 
confirmation to web user box is checked, the user will receive an email informing them that they have 
been added to your Workgroup. 
 
 

10.1.4    Add a new user 
 

To add a new user to your group, first click on CoInfo Registration from the top menu bar and enter the 
information requested to create a new user. You will need to know the user's email address if you wish 
them to receive alerts and notifications, otherwise you may enter a generic address for the system to use. 
 

 
 

 
 

Once the user is created, click on the Add Web User button at the bottom of the Workgroup Maintenance 
form and enter the details in the space provided. If the Send confirmation to web user box is checked, the 
user will receive an email informing them that they have been added to your group. 
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10.1.5    Remove a user 
 

To remove a user from your group, first choose the appropriate group from the drop-down list, and then 
choose the user/users you wish to remove. Verify your selections, then click Remove Selected at the 
bottom left of the window. 
 
Note: For maximum security and privacy, Administrators are designated by CoInfo and may not be removed 
from groups. To have an Administrator removed from a group, please contact our Customer Care team. 
 
 
 

10.1.6    Manage CoInfo user permissions 
 

Once you have your users added to your Workgroup(s) you may set user permissions from the Web User 
Customer Views tab on this page. 
 
 
 

10.1.7    CoInfo User Customer Views 
 

Administrators may set appropriate permissions for CoInfo users to:   

 Order on Account  

 View Order History for each customer account (in title list and detail views) 

 Perform Order Searches on each account 
 
Each user may have different permissions from one Workgroup to the next, depending on their role within 
that Workgroup. 
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10.1.8    Manage CoInfo user search profiles 
 

Each Administrator has the ability to view all New Title Alert, Title Search (Saved search) and Approval Plan 
profiles created by users in their Workgroup(s). Criteria may be altered at any time to ensure that the 
appropriate subjects and titles are effective. 
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Contact Details 
 
 
 

For more information regarding CoInfo and our supply of books, journals, 

eBooks and eMedia products to academic libraries, please contact us 

through: 

 

Co Info Pty Ltd 

200A Rooks Road, 

Vermont, Victoria 3133, Australia 

E. enquiries@coinfo.com.au 

P. 03 9210 7777 

W. www.coinfo.com.au 

 
 

 

Contact Us 

mailto:enqueries@coinfo.com.au
http://www.coinfo.com.au/

