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Hello all,
 
We continue to make progress in our fulfillment planning for the fall semester, based on the
Library’s electronic-first strategy as mentioned in recent Library messages. I have created a flowchart
for fulfilling patron requests for print materials (attached), and placed the more comprehensive
written workflow on the G drive (G:\Collections Info\COVID-Fulfillment). In addition to the print
fulfillment workflow and flowchart, the G drive folder also contains the latest version of the DVD
Reformatting Workflow and instructions for placing and prioritizing work orders to route material to
Preservation Services.
 
This week and next we are testing the fulfillment/digitization process with patron requests for
material coming from stacks and Oak Street. Please plan on using the new workflow to send print

items through Preservation Services beginning Monday, August 24th.
 
All of these workflows are works in progress, but the latest versions can be found on the G drive and
if there are any substantive changes I will send a message highlighting major changes. Please of
course get in touch if you have any questions.
 
Thanks,
Mary
 
 
MARY S. LASKOWSKI
Professor, University Library
Head, Collection Management Services
 
University Library
Collection Management Services
University of Illinois At Urbana-Champaign
809 S. Oak Street | M/C 527
Champaign, IL 61820
217.244.3771| mkschnei@illinois.edu
www.library.illinois.edu/oak/
 

Under the Illinois Freedom of Information Act any written communication to or from university
employees regarding university business is a public record and may be subject to public disclosure. 
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Patron Requests an Item 
from the Online Catalog*


Request in 
Alma goes to 


associated 
departmental 


library


Check for 
existing online 


access


If no online access found
Check GOBI for 


electronic version


Online access found


If online access is found, cancel 
patron request and point patron 


to electronic version


If available
for purchase


GOBI Order placed 
by departmental 
library with note 
entry for patron 


information


Departmental 
library cancels 
print request, 


modifying 
cancelation 


letter to 
indicate item 


has been 
ordered in 


electronic form


ACS notifies 
patron when 


electronic 
version is 
available


Ebook not available


Departmental 
library pulls the 


physical item, writes 
patron name on 


routing slip, adds a 
work order for 


Preservation, sends 
to Preservation in 


green tub


If an exception 
is made to not 
order ebook, 


print item 
must go 


directly to pick 
up location 
with note


Preservation will 
sort incoming 
materials daily 


based on copyright 
status and backlog 


for digitization


Items for 
scanning may 


go through the 
Internet 


Archive or 
Digitization 


Services


Patron will receive email with 
access to local file. File will also be 
ingested in Hathi for subsequent 


use.


If scanning is 
backlogged 
item will be 
sent to CAS


Patron receives email from 
CAS with information about 
picking up item from locker 


OR from Grainger with 
further instructions for 


pickup


*Please note that I-Share requests can be filled in print as long as they are not in the Hathi ETAS, 
and should be routed directly to ILLDD in the usual grey tubs
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