Leganto Digitization Workflows
This document outlies the steps required to set up digitization workflows in Leganto, as well as a sample workflow for testing purposes.
Role needed:
Fulfillment Administrator, Leganto Course Operator, or Course Reserves Manager

Configure the Digitization Workflows:
1. Confirm configuration or configure a digitization department:
Alma Configuration > Fulfillment > Digital Fulfillment > Digitization Department
Make a note of the Digitization Department code. You will need it in the next step.
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2. Configure Digitization Settings:
Alma Configuration > Leganto > List Management > Copyright Settings
· instructor_digitization_request and/or instructor_copyright_clearance are set to course_association.
· instructor_digitization_electronic Configure whether you want instructors to be able to request digitization when you already have something available electronically. 
· assign_to is set = [someone’s username]
· managing_department is set = [Digitization Department Code]
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3. Digitization Workflow Rules List
Alma Configuration > Fulfillment > Copyright Management > Digitization & Copyright Rules

Workflow rules determine what will happen in specific circumstances, such as the percentage of the work being requested, whether it is the first request for a title, etc. Leganto will check against the rules in order to determine which one fits the situation of the request. If none match, the default rule will be used.
Check the default rule, which will be at the bottom of the list, and make changes as needed. In general, we recommend setting a default rule which will send citations for library review. 
Create a rule beyond the default (optional, but recommended)
· Consider a rule that allows the copyright and/or digitization approval to be automated. For example, you might consider whether these rules are appropriate for your institution: 
· Less than 10% of a work
· First chapter requested
· First article requested from volume/issue
· We recommend using the input parameter Copyright record related to course to set rules that will be used for Leganto. This can be used to differentiate from rules used for other workflows, such as resource sharing.
· For Leganto, it is recommended to use the digitization target of Document delivery – attachment, which will automatically attach the file to the citation in most cases.
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Workflow Steps
Follow these steps to test your workflow.
First, place the request:
1. Go to reading list in Leganto in which you want to request a digitization. Note that the list must be associated to a course.
2. For the item you plan to request, go to Full Details > Select Item Actions. The item must have physical inventory, or, if you enabled it, electronic inventory. 
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3. Go down to Library Services > Request digitization
4. Fill out pop-up form – By default, the dates will be the start date of the course (or today’s date, whichever is later) and the end date or the course. Add in chapter or page information, and a note if necessary.
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5. Yuu will see a confirmation that a request has been created. You have an option to cancel the request.
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Now, process the request:
NOTE: The Alma workflow will vary slightly depending on how you configured the workflow. Some requests may be automatically approved, for example, or the approval and the scanning can happen concurrently or sequentially. Additionally, the item may need to be routed to a different desk or department for scanning. If you have issues, you may need to check your Location. 
6. In Alma, look at your Tasks:
If required, there will be an approval task.
· Other Requests > Digitization requests - approval
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7. From the Approval Requests List, find your request. Note the filtering and sorting options for this task list.
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 8. Select Work On 
On the approval request, you can view the request details, add notes, upload files, and approve or reject the request.
For Add Attachment = this is to add an attachment related to the approval itself, such as a letter from the vendor, license approval, etc. This is not where you attach the digitized file.
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9. Approve the Request- select a reason from the drop down list. > Submit
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10.  Pull the item from the shelf. 
Once the request has been approved (or simultaneously, depending on your configuration) the item will need to be pulled from the shelf. It will be in your Alma task list. If you don’t see it, you may need to confirm the location of the item and change your desk. 
Fulfillment > Resource Requests > Pick from Shelf
· Filter by Request/Process Type =  Library physical digitization request
· Print Slip - Go pull material from Library stacks
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 11. Scan Book [Location: Main Library - Circulation Desk]
Fulfillment > Resource Requests > Scan in Items
· Scan the book you just pulled from the shelf. If you are only testing and not actually scanning the book, you can look up the barcode on the reading list or by searching for the item. Remember to scan the item back in at its regular location when you’re finished testing. 
[image: ]
You will see the item is either ready for scanning or needs to be routed to the appropriate Digitization Department or Desk
· NOTE: If you allow digitization at the Circulation Desk you will not have to transit to the digitization Department.  To do this go to library location > circulation desk and add the ability to use the desk for digitizing.
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12. if required, change your location and scan item at Digitization Department. The destination will be Digitization.
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13. Digitize the item
Fulfillment > Resource Requests > Manage in Process Items
You can also navigate here from the scan in item screen by clicking on “Manage In Process Items. 
The item will have the status of “Digitization”, meaning it needs to be digitized. Click on “Next step” and digitize the resource.
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14. Attach Documents
Fulfillment > Resource Requests > Manage in Process Items 
The status of the request is now “Digital inventory”.
Select > Attach Documents (or you may see “Add digital inventory”, depending on your workflow)
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Attach the file you just scanned (or a sample file for testing purposes)
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If you may need to come back later for some reason, select save. When you’re finished, select Done. This closes out the workflow process and marks the request as complete.
· Also don't forget to route the physical book back to the correct circulation desk.  
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15. Go Back to Leganto to the Reading List - You will see the file attached to the citation.

NOTE: In most cases, the file will be attached automatically. In some cases, such as if there is already an attachment on the citation, the file will be sent via email and you will need to attach it manually.
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Click on view or download options to view the file:
[image: ]
16. You may also need to set the citation to complete.	
Documentation and supporting resources:
https://knowledge.exlibrisgroup.com/Leganto/Product_Documentation/Leganto_Online_Help_(English)/Leganto_Administration_Guide/Configuring_Leganto_UI_Elements/Configuring_Leganto_Copyright-Related_Procedures 
https://knowledge.exlibrisgroup.com/Leganto/Training/09_Webinars/Become_an_Expert_Leganto (See Digitization and Copyright)
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