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Consider if you
need a flowchart:

you planning
something?

you need to
explain a process to
people?

there multiple
steps?

Create a
flowchart!




WHY FLOWCHARTS?

* Break down processes
* Bird’s-eye view

* Training

* Identify gaps

* Identify extraneous steps



WHY LUCIDCHART?

* Available tools
* Microsoft Word

* Microsoft PowerPoint

* Microsoft Visio (but wait!)
* Free (limited features)

* Personal experience



FLOWCHART OVERVIEW:
SHAPES




FLOWCHART OVERVIEW:
LINES




Flowchart Style Sheet KENNESAW STATE

UNIVERSITY

LIBRARY SYSTEM
Basic Information:
« Font name: Liberation Sans
« Shapes font size: 8 pt
» Flowchart Name text box font size: 10 pt
« Footer textbook font size: 8 pt, italic

Use to indicate beginning (Start) and end (End) points of workflow. Can have several End teriminators

Terminator ; x : :
depending on number of workflows that split off. Use darkest shade of yellow listed under Fill Color.
Process Use to describe a single, specific step in a workflow.
Predefined Use to indicate another process formally defined elsewhere, or to define a single step in a workflow by
Procéss someone outside the Library Unit, Library Department, or Library System (depending on scope of
workflow). Also "sub-process" or "subroutine.”
Use to indicate a question to be answered; can create a split in the workflow into multiple paths.
<—No Yes—p Develop a simple question that can be answered using Yes/No. Yes/No lines are automatically

created; first line created is Yes.

e

Use to combine multiple paths into a single path.

Use to connect separate elements across multiple pages. Link to another page in the same document,
to another Lucidchart document, or out to somewhere on the web under Actions (lightning bolt). Use
lightest shade of yellow listed under Fill Color.

Off-Page
Link

Preparation Use to indicate preparation for upcoming steps.

Solid line with a solid black arrow endpoint indicating the direction of process.

Dotted line with solid white circle endpoint denoting an optional process. Circle endpoint should be on
end directing direction of process. Double-click on the line and type in the word “optional." Add “(if
applicable)" to process shape text.
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FLOWCHART OVERVIEW

: Predefined .

—>

direction of denotes optional
process process




PROCESS

Acquisitions & Licensing Librarian

communicates cancellation to vendor

* Rectangle shape

* A specific step in the
process

* Most used shape

PREDEFINED
PROCESS

* Rectangle shape with pipes on end

* Denotes another process formally
defined elsewhere

* Also called “sub-processes” or
“subroutines”



TERMINATOR

* Oval shape

* Indicates start and end points of the workflow

* (Can change color to better indicate beginning and ending



PREPARATION & MERGE

Preparation

coo'dmali?'ggslabc-rauon ® H exag O n Sh ap e

* Preparation for upcoming

Strategic Marketing E-Resources Liaison Systems Web Librarian acds

& Outreach Acguisition Assistant Coordinator Librasian wial database asset

> creales cremtes triad in assists adds and Qualtrics survey t
"L"""”':l']‘( POLin Alma on POL Librasians with database URL to public-facing S e p S
Implements Alma for and adds marketing 10 stanza to webpage, and

database database trial 1o campus proxy activites

SharePoim faculty configuramon OpenAthens access

campus-wide
marketing stralegy

Merge

* Triangle shape

* Combines multiple paths



OFF-PAGE

INK DECISION

Subscription

Renewal
Flowchart

* Pentagon shape * Diamond shape

* Use to connect separate * Indicates a question to be answered

elements across multiple pages * Use to indicate two (or more)

(like a new document) possible paths depending on the

* Includes a hyperlink out answer



NOTES

* Curly braces or square
brackets

* Show comments on a
flowchart

* Useful for grouping multiple
processes with a note, or
adding detail for a process

Contract
Approval
Flowchart

Contract

information

E-Resources Libranan sends
library-reviewed contract to
Acquisitions Libranan and

Subscriptions Budget & Invoicing
Associate




OPTIONAL PROCESSES

* Dotted line with circle as
If a contract has endeint

been
Library negotiated:

Acqisitions ipredy * Denotes a process that could

Specialist ..optional..... Acquisitions

submits Specialist happ en

invoice references

through ePro contract

number on * Useful for additional steps

ePro requisition

that happen occasionally



[ J
Acquisitions Librarian provides | X A M p | | ;
renewal notification and price quote | 4

to E-Resources Librarian

L COLLECTION
DEVELOPMENT

Director of Collection

Development negotiates Increase Is at or
price with vendor under 6%7?

E-Resources
Librarian assesses

usage

E-Resources
Librarian assesses
jourmal impact
factor

E-Resources Librarian
consults with Collegiate
Selectors for
recommendation




y
Acquisitions Librarian provides
renewal notification and price quote
to E-Resources Librarian

Renewal
Y passed 3-year

Price
Increase Is at or

Director of Collection
Development negotiates

assessment
mark?

price with vendor under 6%7?

endor agrees to
negotiate price?

p=
E-Resources
Librarian assesses

jourmal impact No
factor l

E-Resources Librarian
consults with Collegiate
Selectors for
recommendation

|

Cancel

—Ye subscription? No

E-Resources Librarian fowards
invoice to Acquisitions
Librarian and Subscriptions
Budget & Invoicing Associate
(if applicable)

Subscription Renewal &
Cancellation Decision
Tree

E-Resources Librarian notifies
Acquisitions Librarian and
Subscriptions Budget & Invoicing
Associate to process renewal

\4

Y
E-Resources Librarian

updates FY Subscriptions
spreadsheet

Y

E-Resources Librarian
confirms renewal with
vendor and requests invoice

Vendor sends invoice to
Acquisitions Librarian and
"l  Subscriptions Budget &
Invoicing Assoclate
 J Y
s E-Resources Librarian sends
lnvi‘i'?“‘pw"? Budget & library-reviewed contract to
ng Associate attaches | g e
invoice and contract (f | Acquisiions Librarian and
applicable) to ePro requisition Subscriptions Budget &
Invoicing Associate




Start

Y

Acquisitions Librarian provides
renewal notification and price quote
to E-Resources Librarian

Director of Collection Price Renewal
Development negotiates increase Is at or Yi passed 3-year
price with vendor under 6%? assessment ]
mark?
No
Yes
E-Resources
endor agrees to Y Ll:ranan mssos
negotiate price? :
cost per use
No poor?
A
Subscription Subscription
Cancellation Renewal
Flowchart \FI y
A E-Resourc i
leranan assesses
jourmal impact
factor
E—R&souroes Librarian
consults with Collegiate
Selectors for
recommendation
Cancel
—Ye No J

subscription?

Director of Collection Development
provides cancellation recommendation
to Library Administration

Director of Collection Development
fowards renewal decision to
E-Resources Librarian

l

Library
Administration decides to
cancel resource?

Director of Collection Development
forwards cancellation decision to
E-Resources Librarian

Y

E-Resources Librarian updates FY
Subscription spreadsheet with
cancellation decision

Y

E-Resources Librarian notifies
Acquisitions Librarian and
libfac listserv

\J

E-Resources Assistant updates
Subscription Cancellations
SharePoint page

A

Acquisitions Librarian contacts
vendor to initiate canceliation

Y

Acquisitions Librarian creates
ChangeGear ticket to remove from
database lists and update Aima

End




Orders - Title
Changes

Notify
Metadata &
Discovery
Librarian?

- Issues per Year Change
- Title Frequency Change

Acquisitions & Licensing

Librarian notifies Serials

Management Assistant
via email

Acquisitions &
Licensing Librarian
marks Title Change

notification as "Read"

Acquisitions & Licensing
Librarian receives email
notification from EBSCONET

If:
- Publisher Change
- Title Format Change
- Title Status Change

Acquisitions &
Licensing Librarian
marks Title Change

notification as "Read"

Acquisitions & Licensing Librarian
creates an Electronic Resources
Activation Task in Alma (adding task
notes and deadline) and assigns to
Metadata & Discovery Librarian

Metadata & Discovery Librarian
completes Activation Task (verifying /
completing action and leaving notes in
Task and Portfolio / E-Collection) and

marks Task as "Done"

Metadata & Discovery
Librarian notifies
Resources Management
Librarian via email

E-Journal Updates
- Package Changes

"Added To"
Package?

Acquisitions & Licensing
Librarian notifies Metadata &
Discovery Librarian via email

Metadata & Discovery
Librarian activates title (in
Alma OR EBSCOadmin)

Metadata & Discovery
Librarian notifies CDU via
ChangeGear ticket

EXAMPLES]
TECHNICAL
SERVICES



Processes Color Chart:

Services
* Vendor

Vendor accepts
modifications?

Acquisitions & Licensing Librarian
returns vendor comments through
CMS for Reviewers approvals

Reviewers
approve rejected
modifications?

Acquisitions & Licensing Librarian

act for library-related terms

Acquisitions & Licensing Librarian
creates contract record in Contract
Management System (CMS)

Contract is reviewed by campus
Reviewers (Contract Compliance,
Legal Affairs, Procurement, UITS)

Do Reviewers have
questions for vendor?

Acquisitions & Licensing Librarian

returns approved contract to vendor

for review and signature

Are modifications
requested?

Acquisitions & Licensing Librarian
returns vendor comments through
CMS for Reviewers approval

Acquisitions & Licensing
Librarian forwards
questions to vendor

Vendor returns signed

Ye$oooo contract to Acquisitions

Acquisitions & Licensing Librarian
notifies vendor and Collection
Development of failed negotiation

CMS contract
record is closed

& Licensing Librarian

Acquisitions & Licensing
Librarian returns fully executed
contract to vendor

Acquisitions & Licensing
Librarian uploads fully
executed contract to CMS

Acquisitions & Licensing Librarian

files digital copy in Technical
Services SharePoint

EXAMPLES]
TECHNICAL
SERVICES



Processes Color Chart:

Technical Services

Contract
Approval
Flowchart

Acquisitions Team receives
invoice from vendor

Library
Acquisitions Invoice is
Specialist submits |<4———Ye < $2,500?
invoice through
OwlPay

OwlPay request is routed
through Library System
approval chain: Budget

Manager, Department Chair of
Library Resources, and
Acquisitions & Licensing
Librarian

OwlPay request is
routed through Office
of Fiscal Services
approval chain

Office of Fiscal Services
marks OwlPay request
as Processed once
payment is released

Library Acquisitions
Specialist retrieves Voucher
ID from OwlPay request and

records on print invoice

If a contract has
been
Library negotiated:
Acquisitions Library
Specialist optional- Acquisitions
submits Specialist
invoice references
through ePro contract
number on
ePro requisition

ePro requisition is routed through Library

System approval chain: Budget Manager,
Department Chair of Library Resources,
and Acquisitions & Licensing Librarian

ePro requisition is routed
through Office of Fiscal
Services approval chain

Library Acquisitions Specialist
receives item once PO is marked
"PO Dispatched" in ePro

Buyer emails vendor with PO attached (ccing
Library Acquisitions Specialist, Acquisitions &
Licensing Librarian, and Budget Manager)

Library Acquisitions Specialist emails
invoice to vendor@kennesaw.edu to
submit payment

EXAMPLES]
TECHNICAL
SERVICES

Library Acquisitions Specialist records
payment information to print invoice,
scans invoice, and saves to M: drive

Library Acquisitions
Specialist adds invoice to
Alma

Library Acquisitions Specialist
adds print invoice to appropriate
fiscal year vendor folder

First Approved: April 26, 2022



Lucidchart




TIPS & REMINDERS

* Use titles, not names
* Be brief—one step per process

* Create simple “yes” or “no” questions for
decisions

* Document, document, document!



RESOURCES

https://lucidchart.zendesk.com/hc/en-us/articles/207299836-Introduction-to-Flowcharting
https://www.lucidchart.com/pages/flowchart-symbols-meaning-explained

Lucidchart YouTube channel: https://www.youtube.com/channel/UCnd940169CbOIJyiEUKTL2A
Lucidchart 101, https://youtu.be/KicILx-9jB4

Lucidchart Basic Tutorials,
https://youtube.com/playlist?list=PLUoebdZqEHTz0aKtk6dygh4dQIz6 WDP99

https://www.zenflowchart.com/flowchart/
https://www.conceptdraw.com/examples/flowchart-optional-step
https://www.gliffy.com/blog/guide-to-flowchart-symbols

https://www.gliffy.com/blog/your-guide-to-the-most-common-types-of-flowcharts



Q&A AND CONTACT

Jackie Blanton-Watkins
jwatki35@kennesaw.edu
Acquisitions & Licensing Librarian
Department of Library Resources

Technical Services Unit

KENNESAW STATE
UNIVERSITY

LIBRARY SYSTEM
Technical Services



