
Workflow Type 1 – Generic 
Ordering ProcessWT01-01

Review Journals

WT01-02
Selections

WT01-03
Check for Holdings 

– Ownership?

WT01-05
Put in Vendor 
Utility

WT01-04
Purchase Stopped

YES

NO

WT01-06
Review List – can 
vendor provide?

WT01-07
Check with 

another vendor & 
start over

NO

YES

WT01-08
Assign PO WT01-12

Is received order 
complete?

WT01-17
Pay Invoices / 
Fund 
disbursement

WT01-09
Order

YES

NO

WT01-13
Hold PO for 

remaining orders

WT01-04
Need Extra Copies

YES

WT01-16
Remaining order 

received

WT01-14
Cancelled within 
set time period

WT01-15
Cancelled within 
set time period

WT01-10
Does order have 

damaged or missing 
items?

WT011
Make claim and 
track credits

WT01-18
Cataloging



Workflow Type 2 – Vendor 
Cataloging

WT02-05
Enter into Vendor 
Grid (for branch, 
fund, # of copies, 
collection code, 
price, etc.)

WT02-01
Allocate monies 
from various funds 
to various 
collections based 
on pre-determined 
formluas

WT02-02
Determine 
selection list

WT02-03
Check for Holdings 

– Ownership?

YES

NO

WT02-04
Need Extra Copies

YES

WT02-04
Purchase Stopped

WT02-06
Review List – can 
vendor provide?

WT02-07
Check with 

another vendor & 
start over

NO

YES

WT02-08
Assign PO WT02-13

Is received order 
complete?

WT02-18
Pay Invoices / 
Fund 
disbursement

WT02-10
Order

YES

NO

WT02-14
Hold PO for 

remaining orders

WT02-17
Remaining order 

received

WT02-15
Cancelled within 
set time period

WT02-16
Cancelled within 
set time period

WT02-11
Does order have 

damaged or missing 
items?

WT02-12
Make claim and 
track credits

WT02-19
Sent to Cataloging 
for error 
correction, if 
necessary

WT02-09
Encumber Funds



Workflow Type 3 – Purchase list 
sent to the libraries from the 
vendor

WT03-01
Purchase list 
created by vendor

WT03-02
List sent to library 
system

WT03-11
Order placed

WT03-10
Download into 
Access; Print 
paper PO

NO

WT03-13
Receiving slips 
sent to business 
officeYES

WT03-14
Match to invoices 
and payment 
made

WT03-05
Check for Holdings 

– Ownership?

YES

NO WT03-06
Need Extra Copies

YES

WT03-06
Purchase Stopped

WT03-03
Choose from list –

order?

WT03-04
Remove from List

YES

NO

WT03-09
Apply grid

WT03-07
Check for Available 

Funds

WT03-08
Purchase Stopped

NO

YES

WT03-15
Hold PO for 

remaining orders

WT03-16
Remaining order 

received

WT03-17
Cancelled within 
set time period

WT03-12
Is received order 

complete?

WT03-18
Start over with 

WF01



Approval Plans

AP-02
Items are sent by 
publisher (vendor) 
to be reviewed for 
approval

AP-07
Create P.O.

AP-03
Wanted?

AP-04
Returned

NO

AP-08
Update Funds

AP-01
Funds 
Encumbered

AP-05
Check for 
Holdings AP-06

Need Extra Copies

YES

YES

NO

AP-09
Disperse Items 
Cataloging



Standing Order Plans

SP-01
Assign PO and 
money 
encumbered at 
beginning of FY

SP-02
Item Received

SP-03
Reallocate funds

SP-04
Payment made

Item is 
more than 
budgeted

Item is 
same 

amount as 
budgeted

SP-03
Return item if 
possible

SP-03
Over-encumber up 
to a specific 
amount

SP-06
Sent to cataloging 
for processing and 
distribution

Item is less 
than 

amount  
budgeted SP-05

Funds reallocated



Donated Materials
DM-01
Materials donated 
to facility and 
decision made to 
add to collection

DM-02
Invoice local 

facility?

DM-03
Create Invoice

DM-05
Catalog and 
Process

YES

NO

DM-06
Return to Facility

DM-04
Local facility pays 
invoice

DM-04
Funds transferred 
from local account 
to HQ account



Paper Ordering
PO-01
Selection is from 
non-electronic 
source (paper 
catalogs, local 
authors, patron 
requests)

PO-02
Manually input 
from paper source

PO-03
Print order and 
mail or fax

PO-04
Assign PO PO-05

Is received order 
complete?

PO-11
Pay Invoices / 
Fund 
disbursement

YES

NO

PO-08
Hold PO for 

remaining orders

PO-09
Remaining order 

received

PO-09
Cancelled within 
set time period

PO-10
Cancelled within 
set time period

PO-06
Does order have 

damaged or missing 
items?

PO-07
Make claim and 
track credits

PO-12
Cataloging
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