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York St John University

Founded in 1841

Primarily a teaching and learning university with a
growing research environment

We offer over 100 courses across 39 subject areas

Over 13,000 students
« 7,500 undergraduates

» 5,500 postgraduates

Two campuses — York and London
e 9,300 students in York
e 3,700 students in London
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Library and Learning Services

Primarily based on the York campus servicing both
campuses

Three main service areas

* Academic Services

« Customer Services
» Scholarly Communication, Content and Discovery

Physical and digital collections

« Over 140,000 physical items
* Over 775,000 eBooks, 135,000 journal titles, 300 databases

Systems
* LMS — ESS (previously Capita)
* Reading List — Talis
« EBSCO Discovery, DCS, ePrints and Figshare repositories
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Project goal

« Map the workflows involved making books (print and electronic) available to our
users.

Project outcomes
* Map the various acquisition ordering and processing workflows.
* Where slower processes were identified, explore implementing new workflows.

* Where slower processes were due to third party suppliers/systems, feedback any
Issues to the third party and where possible, implement changes to the workflows.

* Ensure workflows were robust and swift to ensure users can access books within the
timeframes established in our service standards, improving the customer journey.

* Increase awareness across Library and Learning Services of the workflows of the
different teams.
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* Imminent staffing changes
e Staff resource requests

 Covid backlog
 Lack of knowledge across different service areas

* Financial and procurement changes
* Improving library user experience




Timeline and Stakeholders

« August to December 2022
 Start of a new academic year
« Busiest time of year for new acquisitions

* Involved all service areas of the library
« Every member of the Content and Discovery Team
* Representatives from Academic Services and Customer Services
» Project Manager — Copyright, Licensing and Research Librarian
* Project Sponsor — Head of Library and Learning Services THE B2 TIMES

° - I THE SUNDAY TIMES
In-person, roundtable meetings coon

» Purposefully decided to keep this project internal only GUIDE Y

- No additional support from Project and Strategy Team or ITS 2025
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Facilitation & Communication

* Project Manager — facilitated all meeting

* Boundary setting — ground rules, objectives, meeting agendas
 Impartiality — encourage communication, ask questions
Understanding group dynamics

* Personal style

* Intervene when appropriate THE 282, TIVES

THE SUNDAY TIMES

- Handling difficult situations ONIVERSITY

GUIDE

Practice and feedback 2025
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Equipment and software

Equipment Software
* Post it notes and paper < Microsoft Visio
» Take photos » Desktop app or web-

based software for

) Reusaplg shapes designing flowcharts
* Pre-existing and diagrams
documentation e Miro TLE s TIMES
. . GOOD
* Notetaker * Free online tool with UNIVERSITY
flowchart functionality 2025
» Microsoft SmartArt or T Yot

INCLUSION
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Process mapping shapes and swimlanes

Process Title

Document

O

Process Step

Yes

e
THE SUNDAY TIMES

GOOD
UNIVERSITY

GUIDE
Subprocess 5025

System or

Database
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Breaking Visio
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Trigger

ALL

2nd stage actions

Academic email to ALL
ALL add to reading list

ALL finds Moodle reading
list

Academic adds to Talis Optional comms with
—_—
reading list academic

Reservations report

eommneated k.
communicated back

ey 'Order direct from

3rd stage - order request

Email Acquisitions -

retailer/publisher

Proquest

Lists sent to Bryan and
Louisa inbox.

B e o
B o s S

Process request including Emiail Acquisitions - .
supplier platform checking Order on Amazon

perp——

v

EBA Purchase dedsion AlLs make (re)selection
needed dedisions

v

EBA package chosen, enabled

etc (to expand)

Floating ALL processes

AlLLs link Talis record to

e Ry & AlLs Feedback catalogue issues

AlLLs chase up orders AlLs check Order reports

YORK Academic Liaison Librarian

ST JOHN
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As all these orders
are made using
credit card or
PayPal, the
workflow is the

same

Order on Amazon, Abe,’
direct from publishers
or Browns

Browns can be used for
urgent orders and is a
hybrid of the following
process and EDI. For
example, we still get
consolidated invoices
from Browns for these
orders

e 4 Scanning purchase

Triggers

Order updates for
AST report

ILL purchase

Place order on
e Website using credit
card/PayPal

Order on Amazon, Abe, direct from publishers or Browns

Using order

= - o Using BASE or OCLC
confirmation email, _
oy . . . Connections,
Acquisitions either Hem is received and "
. - Acquisitions check

print or move this checked

email to folder in for a record to add

S to the LMS

Acquisitions inbox

The emails acts as

the invoice with
information on
order, purchase
fund, reservation
etc.

No record is

available so item is Item is passed to LC

added as a charge for cataloguing
to a fund

An order is created

Record is manually for the
B4 downloaded and itern with the

added to the LM3 invoice marked as
paid and complete

These orders are
usually a priority as
they bought fora
specific purpose e.g.
reservations

And DVD
orders

LOAN status
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ST JOHN

UNIVERSITY

continued

Content and Discovery workflows




Return Sorter & Shelving

Reserved books are on

the reserved shelf for 8
days and if not collected
the reservation is
cancelled and the book is
returned to the shelf

Reserved books go onto

Any books that are All Bin 0 items are the reserved shelf

reserved, have any delivered to the CS team
missing data or odd at the Information
status, or any queried Services desk for
items go into the end bin investigation by the RA
-Bin0 team.

CS resolve the query/

issue and the book is
shelved

Books put

through the
return sorter
to ensure tags
work

CS investigate any books
o 2 with queries, missing data
or odd statuses

Books that can go straight
onto the shelves are
sorted into boxes by class
mark Books are sorted onto
trollies and are then
shelved or go into the
shelving bay

If CS are unable to resolve
s 4 the query/issue the book
will return to Acquisitions

Anything for the ground floor such
as 'the curl up with a good book’
and journals go the end bin even

though they have no queries,
reservations etc.

The SLA is 24 hours from
sorter to open access

.. | YORK Return sorter and shelving
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Scanning

A copy of the accessibility
registration form will be sent to DSIT

LEVEL3 Way require am
Scan edited in Adobe folder to be set up - see
AciobatPro instructions on

= Altemative text for images | [ Accessible Sarvices
LEVEL 1 .
Scan edited in ABBY e
FineReader
New scan created in Collated POF
Locator Verso OCH verified)
Autotagging : .
Additional cropping LEVEL2
May require Image editing Scan is converted to

ILL or an MS Word file
purchase

ta trigger registration with them
£y

RNIB
Bookshare

hat
ith them in
it folder

User completes -
can request form ; etlgpedua e
{MS Forms)

and any scanning
requirementsfadjustments

Previous/
existing scan

May require ane
T folder to be set up - see
Scan edited in Adobe instructions on
Accessible Services
AcrabatPro p
r il Work teams channel -
— . RNIE e o e forimagee Processes
COR add detaiy Backzhions Ty ¢ ookmaring
to the ‘ILL Scan edited in ABBY —
User completes LL Scans for S
request form ; Accassibilin
(Soprana] Support requirements/adjustments v Collated PDF
[Foprene) b Users Mew scan created in |
Spreadsheet

Locator Versa

Autotagging
Additional cropping
mage editing

LEVEL 2(?)
Scan is passed
through Sensus

Access of ABBY to 3

convert the file to an

May require
purchase

Previou
existing scan

MS Word file ILL processed as usuzl for user
to collect, or posted back to
lending |

Born Digits
Existing DCS
Scan

“Progress of Scans In [
spreadsheet

BASIC B&W TEXT SCAN
Scan combined in ABBYFine POF
o search Inside Text and Images

€DA delete scan
entry from
Spreadsheet

New scan created in
Locator Verso o
York St John Prof

COLOUR/GREYSCALE SCAN/MORE

for OCR and Autotagging COMPLEX FEATURES (TABLES
ATETT CDA assigns scan 1o themsalves o Black and White for IMAGES ETC) TaRO A
- and completes course inform News scan is. plain text, Greyscale Scan edited in ABBYFine OCR Editor : de . P
digitisation request 3 _ — de Scan uploaded to DCS| links scan to
1 Talls reacing st extract information and licent required or colour for images e Collated PDF L Lt
compliance sections and coloured pages [+ Additional aapping SCAN WITH IMAGES
e DPIGOD -
Scan edited in Adobe
o Page dual cropped . ng AcrobatPra
EHESS (autosave) . recognised (tables/ *

o Altemative text for

images etc) Images

Author: Chloe Beswick/Lowen Frampton

P le person for process: Chloe Beswick

Date created: 05/11/24
Date of last review: 28/11/24

Date of next review (should be 12 months from either the date created or date of last review): 28/11/25
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Outcome and achievements

Mapped all the various acquisition processes involved in getting books on to
shelves and available to users

* Interlibrary loan workflows, scanning workflows, repository workflows

« Streamlined, simplified and improved processes
* Turned off ratification
« Limited nonstandard orders
» Streamlined scanning workflows — no more direct permissions
* Improved reporting

* Increased awareness across Library and Learning Services of the various
workflows of the different teams

* Improved working relationships and increased confidence

* Increased Content and Discovery staffing

« Two new roles — Content and Discovery Manager and Acquisitions and Metadata
Librarian

* Increased FTE in other roles

.« | YORK
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Further work

* Further process maps
 Retirement of the Book

 Redistribution of work and projects
* Increased Content and Discovery capacity
* Merged scanning services, book repairs, weeding projects

 Cultural change THE 88 TIMES

THE SUNDAY TIMES

» Processing mapping and change management UNIVERSITY

GUIDE
2025
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Questions?
Content and Discovery Manager
c.beswick@yorksj.ac.uk

Chloe Beswiék

-
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