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Start

Propose 
continuing 

resource for 
purchase

Evaluate proposed 
purchase

Purchase 
approved?

YesSend order 
request to Acq 

serials unit head

End

No

Draft serial order 
form

Assign order to 
staff member

Contact vendor for 
purchase details

License 
required for 
electronic 

component?

Yes Acquire copy of 
license Create license file

Place electronic 
copy of license 

Acq shared license 
folder

Alert license team 
of license 

availability via e-
mail

Add license to wiki

License 
negotiated 

successfully?

No

Yes

No

Create purchase 
order in Sirsi

Create skeletal 
record(s) in Sirsi

Create serial 
control(s) in Sirsi

Place order 
through serial 

vendor

Update personal 
records

Send order 
information to unit 
head for statistics

To A
p.2

License review 
and negotiation

Receive invoiceAudit and pay 
invoice
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From A
p. 2

Print 
component to 

order?

Electronic 
component to 

order?

To B
p. 4

Receive first issue

Yes

Fill out paper 
cataloging request 

form

Send request form 
and first issue to 

Cataloging

No

Contact vendor for 
access details

Register title for 
access

To D
p. 5

To D
pg. 5

Object portfolio 
available in 

SFX?

Activate object 
portfolioYes

Fill out access 
point request form

No

E-mail form to 
Cataloging

Access point 
form includes 

request for 
advanced SFX 

activation?

Investigate SFX 
access for title

Activation 
successful?

To C
p.4

Yes

Request object 
portfolio from Ex 

Libris
No
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From B
p.3

From C
p.3

Retrieve 
cataloging request 
form and 1st issue 
and assign to staff

QA: Serial 
control 

verified?

E-mail control 
request to AcqNo

Yes

Full record 
available from 

OCLC?

Import title to Sirsi

Yes

Complete record 
according to local 

policies and 
procedures

Create original 
record according 
to local policies 
and procedures

No

Review original 
record

To D
p.5

Return first issue 
and request form 

to Acq

Check in first issue

Select title from 
share e-mail folder

QA: Serial 
control 

verified?

E-mail control 
request to Acq

Full record 
available from 

OCLC?
Import title to Sirsi

Complete record 
according to local 

policies and 
procedures

Create or derive 
original record 

according to local 
policies and 
procedures

Title in SFX?

Investigate broken 
links

Pass item to 
Serials and 
Electronic 

resources librarian

Return to staff 
member

Add 856 to record

Unit head review, 
if original record

Notify Acq via e-
mail request 
completed

Send first  issue to 
current periodicals 

area

Yes

No

No

Yes

No

QA: All links 
functional in 

OPAC?
No

Yes
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From D
p.4

Next issue 
arrives?

File claim

No

Claimed issue 
arrives?

Yes

Replacement 
copy needed?

No

Yes

Check in issue
QA: Correct 

predictions in 
place?

Create or modify 
predictionsNo

Order replacement 
copy Yes

End

Yes

Notification of 
need for title 

maintenance?

Send maintenance 
request to 
Cataloging

Yes

Major title 
change?

Import or create 
new record(s)?

Close out former 
title record(s)

No

Return form to 
Acquisitions (Note 

any new serial 
controls needed)

No

Modify record(s) to 
reflect changes

Yes

Change to 
electronic 
access?

Yes

E-mail electronic 
access request to 

Cataloging
Yes Make changes as 

needed to SFX KB

Title in journal 
list?

Delete any 
incorrect 856 

fields; no need to 
add new ones

Yes

At least one 
additional 

correct 856 in 
record?

No

Add new/modified 
electronic access 

to 856

Yes

Create/derive/
import electronic 
record and add 

new/modified 856

No

Notify Acq request 
has been filled

Minor title 
change/

frequency 
change/
publisher 
change?

No

Close out record

No

Title ceased

Send issue to 
current periodicals 

area
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