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Introduction

Alma’s workflows support streamlining a variety of purchasing models for electronic journals
and electronic books, including:

e Individual title subscriptions;

e Individual title purchases;

e Full package subscriptions; “Selective” (partial) package subscriptions; and
e Patron-driven acquisition of e-books.

The Alma Community Zone is populated with a Central KnowledgeBase (CKB) that tracks the
most up-to-date vendor offerings in the shared data services environment. When acquiring a
new package the staff user may search the CKB in the Community Zone; when the relevant e-
resource is located an acquisition workflow can be initiated. Once the e-resource has been
acquired, a workflow to activate the e-resource may be initiated.

This document outlines a step by step workflow for ordering and activating an e-resource
package.

The Acquisitions Workflow

Searching the Community Zone

As mentioned above, the e-resource ac acquisition and activation workflow starts with a search
in the Community Zone.

Utilizing the rich functionality of the Alma Repository Search, you may elect to set a pre-search
filter and search only for Electronic Collections. Once this filter has been chosen, choose an
appropriate index — e.g. Electronic collection Name

Repository Search

Find | Electronic Collection [w|  where Electronic collection Name ||

Institution Community

A list of results display. The institution icon next to a result is an indication that the e-resource
has already been acquired and activated in the Institution Zone.
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4 pm Gale Cengage Popular Magazines
Type: Selective package  Service: Full Text
Portfolio List (1644) | Activate | Order | Send To Ex Libris

[ Gale Cengage Home Improvement Collection
Type: Selective package Service: Full Text
Portfolio List (194) | Activate | Order | Send To Ex Libris

& fm Gale Cengage Psychology Collection
Type: Selective package  Service: Full Text
Portfolio List (4300 | Activate | Order | Send To Ex Libris

7 Gale Cengage 19th Century British Library Newspapers |l
Type: Selective package  Service: Full Text
Portfolio List (22) | Activate | Order | Send To Ex Libris

In addition, the results show the type of package (e.g. aggregator or selective), the services

offered (Full Text, TOC, etc.), and the number of portfolios in the package.

package line.

In order to start the acquisitions process click on the Order hypertext link on the relevant

g Gale Cengage Religion Philosophy Collection
Type: Aggregator package  Service: Full Text

Porffolio List (201) | Activate | Order |§enﬂTn Ex Libris

Initiating the PO Line

Clicking on Order will open a page in the Institution Zone for filling in the PO Line type and
owner. The Purchase type drop-down list offers a selection of resource types with

recommendations based on the type of material we selected.
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1 Gale Cengage Religion Philosophy Collection
Type: Aggregator package  Service: Full Text

Description * Gale Cengage Religion Philosophy

Collection
Purchase Type * =
PO Line Owner* R_

Load from Template |Electronic Journal Package - Subscription
Electronic Journal Package - One Time
Other
Access Service - Subscription
Databaze Service - One Time
Electronic Book Package - One Time
Electronic Book Package - Subscription
Electronic Collection - One Time
Electronic Collection - Subscription
Other Service - One Time
Other Service - Subscription

Choose the relevant library for which you are ordering the e-resource from the PO line owner
drop-down list.

Alma supports the option of creating PO Line templates. This is a great time saving option, as
fields in the template can be populated (e.g. vendor, fund, purchase type), helping to streamline
the workflow and avoid repetitive duplicate input. Note that templates can be private or
shared.

Either choose one of the templates, or click on the Create PO line button to continue to the PO
Line screen.
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1 Gale Cengage Religion Philosophy Collection
Type: Agaregator package  Service: Full Text

Description * Gale Cengage Religion Philosophy
Collection

Purchase Type® Electronic Journal Package - Suhscripting
PO Line Owner*| Main Library [+
Load from Template ||

Recently Used
Electronic Packages
My Templates

Gale

Public

Blaclwell Anthropology
Elackwell Arts
Blackwell Physics
Ebsco

Elzevier

Print Journals
Template for Nat. Booksellers

Creating the PO Line

On the Summary tab, fill in the relevant fields. Note the mandatory fields that must be filled in —
e.g. Material Supplier, Fund, Renewal Date, etc.

Note the fields that are hypertext linked, allowing us to navigate to the relevant record (e.g.
license, or fund), if necessary. Another example of Alma’s efficient workflow engine, is that we
can click on the hypertext link, review the record (e.g. fund), and then go back to the PO Line
without loss of data or input.

Note too that we can see that status of the current balance of the fund. This will always be
updated whenever we view the PO Line.

Accounting and Finance E-resources(8.757.10 USD) 100.0% 20000 uso Delete
atal = 100.0% 800.00 USD

Be sure to fill in the Expected Activation Date — the date when we can activate the e—resource
package.

Based on the workflows in your library, either click on Save, Save and Continue, or Order Now.
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e Save will save the record with no further action
e Save and Continue will move the PO Line to the Purchase Order area
e Order Now will send the order to the vendor

If the Order Now option was chosen, you will get an email notification that the order was sent.

Owen Cathy

Alma University Main Library
Main Library 237 Center Street
Main Town Centreville

Dear Mr./Ms. Owen

Order Now process completed successfully. The order was sent to vendor.

Order Line Reference: POL-13507
Order Number: PO-8405

Sincerely

Acquisition Department

Activating the E-Resource

The Task List

Once the order has been sent to the vendor, and is ready for activation, it will appear in the task
list under the hypertext link Electronic resources — activation — unassigned (related to a user’s
roles). This is a good example Alma’s efficient workflow options. The staff user can immediately
see in the Alma task list the items that need to be taken care of.

Tasks -
Electronic resources - activation - assigned to you
(22)

Electronic resources - activation - unassigned (10)
Invoices - review - assigned to you (9)

[tems - work order department (4)

Crder Lines - packaging (16)

Order Lines - review - assigned to you (5)

Order Lines - review - unassigned (1)

Why is this task not automatically assigned to the staff user that created the order? The
assumption is that the acquisitions staff member might not be the person activating the e-
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resource. As soon as a staff member ‘picks up’ the task, it will automatically move from
unassigned to assigned.

Click on the hypertext link in order to navigate to the Electronic Resource Activation Task List.

We will find our e-resource in the unassigned tab. Note the various options for defining the
status of a package — e.g. check access; access confirmed; not yet online.

From the Actions button, click on the Activate link, in order to navigate to the first screen of the
activation wizard

Actions
Edit
Edit
Resource
Activate
Assign to
Done
Delete

The E-Resource Activation Wizard
Screen 1
On the first screen of the activation wizard enter relevant information —e.g.

e Activate this package service

e Activate from date

e Automatically activate new portfolios
e Access Rights

. __________________________________________________________
Access rights are defined in the Fulfillment Configuration Menu -> Digital Fulfillment -

> Access Rights
__________________________________________________________________________________________________|

Click Next to continue to screen 2 of the wizard
Screen 2

On the Select Activation method, note the options to activate all portfolios; activate selected,
and activate manually. For this workflow example, choose the default - Activate All.
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Screen 3
On the last screen of the wizard click Activate.

We are taken back to the Electronic Resource Activation Task List where a message displays
that the activation job has been submitted. Note the option for the staff user to receive an email
on the completion of the activation task.

Electronic Resource Activation Task List

@ Activation job of CKB Package Gale Cengage Religion Philosophy Collection submitted, an email will be sent upon

completion.

The Activation Job

Details of the activation job can be seen in the Monitor Processes screen (Resource
Management -> Processes -> Monitor Processes).

Processzes
Run Process
Monitor Processes D

If the activation process is still running, we will see the parameters of the process in the
Running tab. Alternately, navigate to the Completed tab to see summary information about the
activation job.

Electronic activation job Reposwtor& cat 21/03/2013 08:27 21/03/2013 0827 21/03/2013 08:27 Completed Actiong
Successfully

From the Actions button, click on Report, to see details of the activation job:

Actions
Report
Events
Process ID 82623800000121 Name Electronic activation job
Started on 21/03/2013 08:27 Finished on 21/03/2013 08:27
Total run time 21 Seconds Created by cat
Status Completed Successfully Status date 21/03/2013 08:27
Records processed 202 Records with exceptions

Counters

Package name Gale Cengage Religion Philosophy Collection
Number of new entities 202
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The same information will display in the email sent to the staff user:

System Job Notification 211032013
Owen Cathy Alma University
123 Central Street
Townsville

Dear Mr./Ms. Owen

Job Report
Process ID §2623800000121 Name Electronic activation job
Started on 21/03/2013 08:27 Finished on 21/03/2013 08:27
Total run time 21 Seconds Created by cat
Status Completed Successfully Status date 21/03/2013 08:27
Records processed 202 Records with exceptions 0

Both the report and the email are very useful tools for checking to see that the activation was
completed in full.

Note that not only are all the journal titles (and the e-resource package) being activated, they
are also being indexed in the Institution Zone.

Searching for the Activated E-Resource

From the Repository search, search for Electronic packages — Electronic Collection Name — the
package name you just activated.

Find | Electronic Collection [w| where Electronic collection N{w contains jon Philosophy Collection  Go

Institution Community

Summary information of the package displays, with the Community Zone icon next to the name
indicating that this package originated in the Community Zone but has been acquired and
activated in the Institution Zone.

1 M. Gale Cenaage Religion Philosophy Collection
Type: Aggregator package  Services: Full Text (Available from: 21/03/2013)
Creation Date: 2013-03-20 07:50:00 Modification Date: 2013-03-20
07:50:00 Process type: Acquisition
Edit | Delete | View | Porfolio List (201} | Create E-Activation Task |
Maore info
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Click on the portfolio list hypertext link to see the titles of the journal titles in the package.

3 [7] S America
Identifier: 0002-7049  Service: Full Text
Available from 1993
Material Type: Journal
Creation Date: 2013-03-21 08:27:28 Modification Date: 2013-03-21
08:27:28
Edit | Deactivate | View | Document Delivery | Order |
Create E-Activation Task | Testaccess | More info

4 [ # American antiguity
Identifier: 0002-7316  Service: Full Text
Awvailable from 1993 until 2010
Material Type: Journal
Creation Date: 2013-03-21 08:27:28 Modification Date: 2013-03-21
08:27:29
Edit | Deactivate | View | Document Delivery | Order |
Create E-Activation Task | Testaccess | More info

5 [7] L American atheist newsletter
Identifier: 1072-2548 Service: Full Text
Awailable from 2002 until 2005
Material Type: Journal
Creation Date: 2013-03-2108:27:28 Modification Date: 2013-03-21
08:27:28
Edit | Deactivate | View | Document Delivery | Qrder |
Create E-Activation Task | Testaccess | More info

6 [ # American Indian guarteriy
Identifier: 0095-182X  Service: Full Text

Available from 1992

Al atmrial Topeese Blossec s moe

Note the title of one of the journals.
From the Quick Search box at the top of the screen, search for this journal title

Summary information of the journal title displays, together with the Community Zone icon

{ g American antiguity
Journal (Menasha, Wis., U.S.A. : Society for American Archaeology Viol. 1, no. 1 (July 1835)-)
ISSN: 0002-7316
Subject: Amérique Périodiques. Antiquités — America Periodicals. Antiquities — Archeologie. and others
Language: English Record number: (OCoLC)1479302
Availability: Electronic version at JSTOR Arts and Sciences 2: Full Text
Electronic version at Gale Cengage Religion Philosophy Collection: Full Text
View It | Edit | Order | Reguest | Document Delivery | Porffolio List | View License Information | More info

Click View It to navigate to the UResolver screen to view the full text of the journal title.
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UResolver Screen

Display in a new window

Full text available at: JSTOR Arts and Sciences 2

Full text available at: Gale Cengage Religion Philosophy Collection
Available from 1993 until 2010

Summary

We've seen a simple and powerful workflow for ordering and activating an e-resource. Starting
with the tools provided by Alma for searching and ordering an e-resource in the Community
Zone, progressing to the acquisitions workflow, and lastly activating the e-resource in Alma (and
its subsequent publishing to Primo). Alma’s rich workflow functionality cuts out superfluous
steps, and helps streamline the work and the efficiency of the staff user.
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