
Electronic Resources: New Orders

Start process Proposal for new resource Contact vendor for pricing
and license

Request trial and set up
resource record

Report analysis to
collection strategist

Create short bib and order

Create/update
Resource/License record

Update database list in
LibGuides Setup proxy access Set up admin access if

available
Add/Update holdings in

Serials Solutions

No

Yes

Yes

Capture new titles in booleans:

Weekly: Books
Biweekly:
Databases/Journals
Daily: Rush e-Books

Perform copy cataloging
and complete edits

Perform original
cataloging if necessary

Batch edit and upload
MARC records

Load monthly DDA
discovery vendor

records

End process

Receive list of triggered
titles from Acquisitions 
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No

Vendor records
available?

Catalog record
enhancement for DDA

triggered titles 

Submit requested
changes to vendorFinalize agreementSend for signature and

return to vendor
Organize counter-signed

agreement

Review License
agreement

Request review by Legal
Affairs

Negotiate license

Accessibility review
initiated 

Confirm purchase with
collection strategist

Submit Accessibility
analysis to vendor

Update accessibility
exception spreadsheet

Confirm order with vendor
& 

Receive invoices

Submit invoice for
payment Verify access to resource



  

