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,IBRARY฀ ACQUISITIONS฀ HAS฀ MOVED฀ FROM฀ PAPER฀ TO฀ ONLINE฀
RECORDS฀ FOR฀ ORDERING฀AND฀ RECEIVING�฀ BUT฀ THE฀ AUDIT฀ ARCHIVE฀
FOR฀INVOICES฀HAS฀REMAINED฀LARGELY฀PAPER฀BASED�฀$OCUMENT

MANAGEMENT฀ TECHNOLOGY฀ �$-4	฀ OFFERS฀ A฀ SOLUTION฀ TO฀ THIS฀
CONDITION�฀4HE฀AUTHORS฀SURVEY฀THE฀LITERATURE฀ON฀$-4฀AND฀
ITS฀POTENTIAL฀FOR฀USE฀IN฀THE฀LIBRARY฀ACQUISITIONS฀ENVIRONMENT�฀
4HIS฀ ARTICLE฀ CONSIDERS฀ THE฀ RATIONALE฀ AND฀ POLICY฀ DECISIONS฀
THAT฀UNDERPIN฀ THE฀ ELIMINATION฀OF฀PAPER฀ IN฀ FAVOR฀OF฀ IMAGE฀
FILES฀AS฀AN฀AUDIT฀ARCHIVE฀IN฀LIBRARY฀MATERIALS฀INVOICING�฀!฀
CASE฀STUDY฀OF฀THE฀IMPLEMENTATION฀OF฀$-4฀TO฀SUPPORT฀AND฀
ENHANCE฀TRADITIONAL฀INVOICE฀PROCESSING฀IN฀THE฀ACQUISITIONS฀
DEPARTMENT฀OF฀A฀LARGE฀RESEARCH฀LIBRARY฀IS฀INCLUDED�

HE฀PAPERLESS฀OFFICE฀HAS฀BEEN฀A฀FICTION฀FOR฀NEARLY฀FIFTY฀
YEARS�฀ )NDEED�฀ QUITE฀ THE฀ OPPOSITE฀ SEEMS฀ TO฀ BE฀ THE฀
NORM�฀ #ONVENTIONAL฀ WISDOM฀ SUGGESTS฀ THAT฀ RATHER฀

THAN฀LESS฀PAPER�฀COMPUTERS฀ARE฀RESPONSIBLE฀FOR฀MORE฀PAPER฀
THAN฀EVER฀BEFORE�฀%
MAIL฀ALONE฀HAS฀ INCREASED฀PAPER฀CON

SUMPTION฀BY฀ABOUT฀��฀PERCENT��฀,IBRARY฀MATERIALS฀INVOIC

ING฀IS฀A฀PAPER
INTENSIVE฀ACTIVITY฀REQUIRING฀EXTENSIVE฀FILES฀
FOR฀ STORING�฀ REFERRING�฀ AND฀ CONSULTING฀ OF฀ PRINTED฀ DOCU

MENTS฀ AND฀ OFTEN฀ RESULTS฀ IN฀ THE฀ PRODUCTION฀ OF฀ YET฀ MORE฀
PAPER฀IN฀THE฀PROCESS฀OF฀GENERATING฀PAYMENT฀REQUESTS฀FROM฀
THE฀PARENT฀INSTITUTION�

/VER฀ THE฀ COURSE฀ OF฀ JUST฀ TWO฀ YEARS�฀ THE฀ 0RINCETON฀
5NIVERSITY฀ ,IBRARY฀ HIRED฀ ITS฀ FIRST฀ FISCAL฀ MANAGER฀ AND฀
MIGRATED฀ TO฀ ITS฀ FIRST฀ INTEGRATED฀ LIBRARY฀ SYSTEM฀ �),3	�฀
4HE฀ UNIVERSITY฀ MOVED฀ TO฀ A฀ NEW฀ FINANCIAL
MANAGEMENT฀
SYSTEM�฀MAKING฀NEW฀DEMANDS฀ON฀THE฀LIBRARY฀IN฀ITS฀INTER

ACTIONS฀ WITH฀ THE฀ UNIVERSITY฀ FINANCIAL฀ SYSTEM�฀ 4HE฀ VOL

UME�฀AS฀WELL฀AS฀THE฀COMPLEXITY�฀OF฀FINANCIAL฀TRANSACTIONS฀
INCREASED�฀ WITH฀ HEAVY฀ USE฀ OF฀ CREDIT฀ CARDS�฀ ONLINE฀ PUR

CHASING�฀ AND฀ DEPOSIT฀ ACCOUNTS฀ TO฀ SUPPORT฀ BUYING�฀ 3TAFF฀
DID฀ NOT฀ INCREASE�฀ NOR฀ IS฀ IT฀ LIKELY฀ TO฀ DO฀ SO�฀ )NSTEAD�฀ NEW฀
INITIATIVES฀ IN฀ SERVICES฀ TO฀ USERS฀ REQUIRED฀ REASSIGNMENT฀ OF฀
STAFF฀ FROM฀BACK
ROOM฀ACTIVITIES฀ TO฀PUBLIC฀ SERVICES฀ACTIVI

TIES�฀4HESE฀FACTORS฀TAKEN฀TOGETHER฀SUGGESTED฀THE฀TIME฀WAS฀
RIGHT฀TO฀EXPLORE฀NEW฀SOLUTIONS฀FOR฀MANAGING฀THE฀ INVOIC

ING฀WORKFLOW�

)NSTITUTIONAL฀DEMANDS฀FOR฀BROADER฀AND฀SIMPLER฀ACCESS฀
TO฀ INVOICES�฀ BOTH฀ PAID฀ AND฀ UNPAID�฀ MADE฀ CONTINUED฀
DEPENDENCE฀ ON฀ A฀ SINGLE฀ PAPER฀ FILE฀ UNACCEPTABLE฀ TO฀ COL

LECTION฀DEVELOPMENT฀AND฀TECHNICAL฀SERVICES฀STAFF�฀BOTH฀OF฀
WHOM฀REQUIRED฀ACCESS฀TO฀INVOICE฀DOCUMENTS�฀)N฀ADDRESS

ING฀ THE฀ NEED฀ FOR฀ BETTER฀ AND฀ MORE฀ COMPLETE฀ CONTROL฀ OVER฀
INVOICE฀DOCUMENTS�฀THE฀UNIVERSITY฀ACCOUNTS฀PAYABLE฀OFFICE฀
INSTALLED฀A฀DOCUMENT
MANAGEMENT฀SYSTEM฀�$-3	฀FOR฀USE฀
AS฀AN฀AUDIT฀ARCHIVE�฀4HIS฀SIMPLE฀FACT฀MADE฀THE฀LIBRARY฀INI

TIATIVE฀TO฀IMPLEMENT฀A฀$-3฀POSSIBLE�฀AS฀IT฀DEMONSTRATED฀
THAT฀THE฀CORPORATE฀PARENT฀HAD฀ALREADY฀DETERMINED฀DIGITAL฀
STORAGE฀ TO฀ BE฀ AN฀ ACCEPTABLE฀ ARCHIVE฀ MEDIUM�฀ 4HIS฀ DECI


SION฀CONTRASTS฀SURPRISINGLY฀WITH฀ THE฀ FINDINGS฀OF฀BANKING฀
AND฀INSURANCE฀INDUSTRIES�฀WHICH฀ARE฀THE฀PRIMARY฀USERS฀OF฀
DOCUMENT
MANAGEMENT฀ TECHNOLOGY฀ �$-4	�฀ !S฀ IS฀ QUITE฀
CLEAR฀ FROM฀ THE฀ LITERATURE฀ REVIEW�฀ THESE฀ FINANCIAL฀ INSTITU

TIONS฀ FEEL฀ COMPELLED฀ FOR฀ LEGAL฀ REASONS฀ TO฀ RETAIN฀PAPER฀AS฀
THE฀DEFINITIVE฀ARCHIVE�฀

4HE฀ CONSCIOUS฀ DECISION฀ TO฀ ELIMINATE฀ PAPER฀ AS฀ AN฀
ARCHIVE฀ IN฀ SUPPORT฀ OF฀ AUDIT฀ REQUIREMENTS฀ WAS฀ BASED฀ IN฀
EQUAL฀ MEASURE฀ ON฀ INSTITUTIONAL฀ NEED฀ AND฀ PHILOSOPHICAL฀
COMMITMENT฀ TO฀ GREATER฀ EFFICIENCY�฀ ELIMINATION฀ OR฀ REDUC

TION฀ OF฀ PAPER฀ WAS฀ NOT฀ ITSELF฀ THE฀ GOAL�฀ h$OCUMENT฀ IMAG

ING฀ IS฀ALL฀ABOUT฀DIGITIZING฀PAPER฀ INFORMATION฀TO฀ IMPROVE฀
THE฀ EFFICIENCY฀ OF฀ DOWNSTREAM฀ BUSINESS฀ PROCESSES฀ AND฀ TO฀
ENSURE฀ THE฀ PROPER฀ MANAGEMENT�฀ CONTROL�฀ AND฀ RETENTION฀
OF฀ THAT฀ INFORMATION�v�฀ )N฀ A฀ PAPER
BASED฀ ENVIRONMENT�฀ A฀
SINGLE฀ DOCUMENT฀ MIGHT฀ EASILY฀ BE฀ HANDLED฀ BY฀ FIVE฀ OR฀ SIX฀
DIFFERENT฀PEOPLE�฀OR฀AT฀ LEAST฀FIVE฀OR฀SIX฀SEPARATE฀TIMES฀BY฀
THE฀SAME฀PERSON�฀)N฀A฀TRADITIONAL฀LIBRARY฀SETTING�฀OPENING฀
A฀SHIPMENT฀OF฀MATERIAL�฀MARKING฀THE฀ORDER฀AS฀FILLED�฀AUTHO

RIZING฀ THE฀ INVOICE฀ FOR฀ PAYMENT�฀ GENERATING฀ THE฀ CHECK�฀
MAILING฀ THE฀CHECK฀AND฀ THE฀ REMITTANCE฀COPY฀ TO฀ THE฀ SELLER�฀
AND฀FINALLY฀FILING฀THE฀INVOICE฀COPY฀TO฀PROVIDE฀AUDIT฀SUP

PORT฀ARE฀ALL฀STEPS฀THAT฀REQUIRE฀HANDLING฀THE฀INVOICE�฀0APER฀
CAN฀RESIDE฀IN฀ONLY฀ONE฀LOCATION฀AT฀A฀TIME�฀ACCESS฀IS฀LIMITED�฀
THE฀LIKELIHOOD฀OF฀LOSS฀EITHER฀CASUAL฀OR฀CATASTROPHIC฀IS฀CON

SIDERABLE�฀AND฀THE฀COST฀OF฀CONSTANT฀HANDLING฀IS฀GREAT�฀!T฀A฀
TIME฀WHEN฀ THE฀ TOOLS฀USED฀ TO฀MANAGE฀ INVOICE฀PROCESSING฀
WERE฀CHANGING฀SIGNIFICANTLY฀AND฀GREATER฀ TRANSPARENCY฀ IN฀
THE฀FINANCIAL฀PROCESS฀WAS฀INCREASINGLY฀DEMANDED�฀A฀$-3฀
SEEMED฀TO฀MAKE฀SENSE฀AS฀THE฀NEXT฀STEP�฀h$OCUMENT฀IMAG

ING฀ WAS฀ TRENDY฀ IN฀ THE฀ ����S�฀ EXPERIENCING฀ ITS฀ SHARPEST฀
GROWTH฀WHEN฀COMPANIES฀ATTEMPTED฀TO฀MOVE฀AWAY฀FROM฀
MANUAL�฀PAPER
BASED฀PROCESSES฀AND฀@GO฀PAPERLESS��v�

N฀ ,ITERATURE฀3URVEY

!฀SURVEY฀OF฀LIBRARY฀LITERATURE฀USING฀THE฀TERMS฀hDOCUMENT฀
MANAGEMENT�v฀ hDIGITAL฀ STORAGE�v฀ AND฀ SIMILAR฀ RUBRICS฀
REVEALED฀THAT฀VIRTUALLY฀NO฀APPLICABLE฀LITERATURE฀EXISTED฀ON฀
THE฀USE฀OF฀$-3฀IN฀LIBRARIES฀TO฀SUPPORT฀TECHNICAL
SERVICES฀
ACTIVITIES฀SUCH฀AS฀ INVOICING฀AND฀PAYMENT�฀3URVEYING฀THE฀
BUSINESS฀ LITERATURE฀ WITH฀ SUCH฀ TERMS฀ AS฀ NOTED฀ ABOVE฀
REVEALED฀A฀VERY฀DIFFERENT฀PROFILE�฀7ITH฀A฀SIXTY
DAY฀LIMIT฀ON฀
ARTICLE฀PUBLICATION฀DATES�฀MORE฀THAN฀TWO฀THOUSAND฀ARTICLES฀

$OCUMENT
-ANAGEMENT฀4ECHNOLOGY฀
AND฀!CQUISITIONS฀7ORKFLOW�฀!฀#ASE฀
3TUDY฀IN฀)NVOICE฀0ROCESSING

+ATHARINE฀4REPTOW฀&ARRELL฀฀
AND฀*ANET฀%�฀,UTE

+ATHARINE฀ 4REPTOW฀ &ARRELL฀ �KFARRELL PRINCETON�EDU	฀ IS฀ (EAD�฀
/RDER฀$IVISION฀ AND฀!SSISTANT฀ 5NIVERSITY฀ ,IBRARIAN฀ FOR฀4ECHNICAL฀
3ERVICES฀AND฀*ANET฀%�฀,UTE฀�JELUTE PRINCETON�EDU	฀IS฀)NTEGRATED฀
,IBRARY฀3YSTEMS฀#OORDINATOR�฀0RINCETON฀5NIVERSITY฀,IBRARY�
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WERE฀ RETRIEVED�฀ #LEARLY฀ NOT฀ ALL฀ WERE฀ RELEVANT�฀ BUT฀ A฀ SUR

PRISING฀NUMBER฀DEALT฀DIRECTLY฀WITH฀THE฀PRECISE฀ISSUES฀THAT฀
AFFECT฀THE฀LIBRARY฀INVOICING฀AND฀PAYMENTS฀WORKFLOW�฀

0ROMINENT฀ IN฀ THE฀ VAST฀ ARRAY฀ OF฀ LITERATURE฀ ON฀ $-4S฀
WERE฀ THE฀ BANKING฀ AND฀ INSURANCE฀ INDUSTRIES�฀ "OTH฀ THESE฀
SECTORS฀ARE฀PAPER
INTENSIVE฀AND฀REQUIRE฀NUMEROUS฀PAPER฀
DOCUMENTS฀IN฀SUPPORT฀OF฀TRANSACTIONS฀AND฀AUDITS�฀4HE฀FOL

LOWING฀ QUOTATION฀ FROM฀ AN฀ ARTICLE฀ APPROPRIATELY฀ ENTITLED฀
h0APERCHASEv฀BY฀4YLER฀PROVIDES฀A฀GOOD฀SENSE฀OF฀THE฀ISSUES฀
CONFRONTING฀THE฀INSURANCE฀INDUSTRY�

$OCUMENT฀MANAGEMENT�฀IN฀FACT�฀IS฀A฀DOUBLE
ENTENDRE�฀)฀
SHALL฀DISMISS฀ITS฀INTERPRETATION฀BY฀FILING฀CABINET฀MAKERS฀
AS฀ THAT฀BY฀WHICH฀PAPER฀ IS฀ FILED฀WITH฀ALL฀DUE฀ INDEXING฀
FOR฀ITS฀EASY฀RETRIEVAL�฀$OCUMENT฀MANAGEMENT฀THAT฀MAY฀
BE�AND฀WE฀MUST฀STILL฀BY฀ LAW฀STORE฀PAPER฀DOCUMENTS฀
OF฀ VARIOUS฀ TYPES�BUT฀ WE฀ ARE฀ CONCERNED฀ HERE฀ WITH฀
ITS฀MEANING฀ IN฀AN฀ )4฀CONTEXT�฀4HAT฀MEANS�฀ESSENTIALLY�฀
SHOVING฀THE฀PAPER฀DOCUMENTS฀ THROUGH฀A฀SCANNER฀AND฀
HAVING฀SOME฀SOFTWARE฀ON฀THE฀OTHER฀END฀THAT฀CAN฀READ฀
ALL฀ OR฀ KEY฀ PARTS฀ OF฀ THOSE฀ DOCUMENTS฀ AND�OR฀ RESPOND฀
TO฀SOME฀MANUALLY฀INPUT฀DOCUMENT฀REFERENCE฀AND฀DULY฀
CATALOGUE฀THE฀ELECTRONIC฀IMAGE�
฀ 4HAT�S฀ IT฀ IN฀A฀NUTSHELL�BUT฀ LIKE฀ALL฀NUTSHELLS�฀ THE฀
INTERESTING฀ BIT฀ COMES฀ WHEN฀ YOU฀ CRACK฀ IT฀ OPEN฀ AND฀
SAMPLE฀THE฀CONTENTS�฀3AVING฀PHYSICAL฀FILING฀SPACE฀IS฀NO฀
LONGER฀THE฀MAIN฀AIM฀OF฀ALL฀THIS�IT฀IS฀SPEED฀OF฀RETRIEVAL�฀
REMOVING฀THE฀DANGER฀OF฀LOSS฀AND�฀INCREASINGLY�฀THE฀ABIL

ITY฀ TO฀ DISCOVER฀ DOCUMENTS฀ OF฀ RELEVANCE�฀ THE฀ EXISTENCE฀
OF฀WHICH฀IN฀A฀PAPER฀FILING฀SYSTEM฀WOULD฀NEVER฀BE฀SUS

PECTED��

-OST฀ INSTITUTIONS฀ ARE฀ REQUIRED฀ BY฀ AUDIT฀ AND฀ TAX฀ LAW฀
TO฀ RETAIN฀ COPIES฀ OF฀ FINANCIAL฀ DOCUMENTS฀ FOR฀ UP฀ TO฀ SEVEN฀
YEARS�฀ 4HE฀ AMOUNT฀ OF฀ STORAGE฀ SPACE฀ CONSUMED฀ IS฀ NOT฀
INCONSIDERABLE฀ EVEN฀ IN฀ A฀ SMALL฀ OPERATION�฀ )N฀ A฀ UNIT฀ THAT฀
HANDLES฀BETWEEN฀ FIFTEEN฀ THOUSAND฀AND฀TWENTY฀ THOUSAND฀
INVOICES฀ ANNUALLY฀ FOR฀ LIBRARY฀ MATERIALS฀ OF฀ ALL฀ TYPES�฀ THE฀
STORAGE฀SPACE฀AMOUNTED฀TO฀A฀SIZEABLE฀OFFICE฀IN฀A฀BUILDING฀
ALWAYS฀ CRAMPED฀ FOR฀ SPACE�฀ (OWEVER�฀ AS฀ NOTED฀ ABOVE�฀
THE฀ MOTIVATION฀ BEHIND฀ THE฀ MOVE฀ FROM฀ PAPER฀ TO฀ DIGITAL฀
RETENTION฀OF฀AUDIT฀DOCUMENTS฀WAS฀NOT฀SPACE�฀OR฀EVEN฀THE฀
ENORMOUS฀ AMOUNT฀ OF฀ TIME฀ INVESTED฀ IN฀ HANDLING฀ PAPER฀
DOCUMENTS�฀BUT฀THE฀SECURITY฀AND฀ACCESSIBILITY฀OF฀THE฀DOCU

MENT฀ITSELF�฀

N฀ #ASE฀3TUDY

)N฀ EARLY฀ �����฀ A฀ SMALL฀ TASK฀ FORCE�฀ INCLUDING฀ THE฀ AUTHORS฀
AND฀ OTHER฀ KEY฀ STAFF�฀ EXPLORED฀ AND฀ PROVIDED฀ OVERSIGHT฀
FOR฀ THE฀ IMPLEMENTATION฀ OF฀ A฀ $-3฀ FOR฀ LIBRARY฀ INVOICING�฀
7ORKING฀WITH฀THE฀STAFF฀IN฀THE฀UNIVERSITY฀TREASURER�S฀OFFICE฀
AND฀ BUILDING฀ ON฀ THE฀ SOFTWARE฀ LICENSED฀ BY฀ -ANAGEMENT฀
)NFORMATION฀3YSTEMS�฀THIS฀STAFF฀SUCCESSFULLY฀EXPANDED฀THE฀
USE฀OF฀/N"ASE฀BY฀(YLAND฀3OFTWARE�฀ALREADY฀IN฀USE฀AT฀THE฀
TREASURER�S฀OFFICE�฀TO฀LIBRARY฀INVOICING�

0RINCETON฀ 5NIVERSITY฀ ,IBRARY฀ HAS฀ A฀ PRIMARILY฀ CENTRAL

IZED฀ MATERIALS
RECEIVING฀ AND฀ INVOICE
PROCESSING฀ STREAM�฀
WITH฀ONLY฀THE฀%AST฀!SIAN฀,IBRARY฀BRANCH฀RECEIVING฀MATERIAL฀
DIRECTLY�฀ 4HIS฀ CENTRALIZATION฀ SHOULD฀ HAVE฀ MADE฀ WORKFLOW฀
ANALYSIS฀ AND฀ RESTRUCTURING฀ SOMEWHAT฀ EASIER�฀ (OWEVER�฀
WORKFLOW฀WAS฀AND฀CONTINUES฀TO฀BE฀ONE฀OF฀THE฀LIBRARY�S฀BIG

GEST฀ CHALLENGES�฀&IFTEEN฀ THOUSAND฀ INVOICES฀DO฀NOT฀ALWAYS฀
ENTER฀ SUCH฀ A฀ LARGE฀ AND฀ COMPLEX฀ SYSTEM฀ AS฀ 0RINCETON�S฀ IN฀
NEAT฀GROUPINGS�฀3OME฀INVOICES฀COME฀IN฀THE฀FIRST
CLASS฀MAIL�฀
4HE฀ %AST฀!SIAN฀ ,IBRARY฀ RECEIVES฀ MOST฀ OF฀ ITS฀ INVOICES฀ THIS฀
WAY�฀-ANY฀FIRM฀ORDERS฀AND฀APPROVAL
PLAN฀ INVOICES฀COME฀
WITH฀ THE฀ MATERIAL฀ SHIPMENTS�฀ !N฀ INCREASING฀ NUMBER฀ OF฀
SUBSCRIPTIONS฀AND฀FIRM฀ORDER฀INVOICES฀ARE฀RECEIVED฀BY฀ELEC

TRONIC฀TRANSFER฀OR฀%$)฀�ELECTRONIC฀DATA฀INTERCHANGE	�

)N฀ ANALYZING฀ THE฀ EXISTING฀ PAPER
BASED฀ WORKFLOW�฀ IT฀
WAS฀ APPARENT฀ THAT฀ INVOICES฀ WERE฀ HANDLED฀ NUMEROUS฀
TIMES�฀ FILED�฀ UNFILED�฀ SORTED�฀ STAMPED�฀ KEYED฀ INTO฀ THE฀
INVOICING฀ MODULE฀ OF฀ THE฀ ),3�฀ AND฀ FINALLY฀ FILED�฀ ONCE฀ A฀
PAYMENT฀VOUCHER฀HAD฀BEEN฀ ISSUED�฀4HERE฀WERE฀ TWO฀KEY฀
AREAS฀OF฀CONCERN�฀WHICH฀THE฀TASK฀FORCE฀SOUGHT฀TO฀ADDRESS�฀
AS฀WORKFLOW฀WAS฀REIMAGINED฀IN฀AN฀ENVIRONMENT฀OF฀DIGITAL฀
STORAGE฀ FOR฀ INVOICE฀ DOCUMENTS�฀ &IRST�฀ INVOICES฀ ARRIVING฀
IN฀ ADVANCE฀ OF฀ THE฀ FIRM฀ ORDER฀ MATERIALS฀ WERE฀ QUEUED฀ IN฀
A฀PAPER฀FILE฀UNTIL฀ THE฀BOOKS฀WERE฀RECEIVED฀AND฀PAYMENT฀
COULD฀ THEN฀ BE฀ APPROVED�฀ 3ECOND�฀ SOME฀ SUBSCRIPTION฀
INVOICES฀THAT฀WERE฀NOT฀CLEARLY฀MARKED฀WOULD฀MAKE฀THEIR฀
WAY฀ INTO฀ THE฀ AWAITING
RECEIPT฀ FILE฀ AND฀ NOT฀ BE฀ PROMPTLY฀
APPROVED฀ FOR฀ PAYMENT�฀ )N฀ ADDITION฀ TO฀ MANAGING฀ THESE฀
TWO฀CRITICAL฀ISSUES�฀IT฀WAS฀IMPORTANT฀TO฀BE฀ABLE฀TO฀IMPROVE฀
PROCESSING฀TIME฀FOR฀PAYMENT฀OF฀INVOICES฀AND฀TO฀GAIN฀BET

TER฀CONTROL฀OVER฀STATEMENT฀RECONCILIATION�

/N"ASE�฀AS฀INSTALLED฀FOR฀USE฀IN฀THE฀LIBRARY�฀HAS฀TWO฀BASIC฀
COMPONENTS�฀THE฀STAFF฀CLIENT�฀CONSISTING฀OF฀0#฀AND฀SCANNER฀
AND฀THE฀7EB฀CLIENT��฀!CCESS฀TO฀THE฀7EB฀CLIENT฀CAN฀BE฀EITHER฀
READ
WRITE฀ OR฀ READ
ONLY�฀ DEPENDING฀ ON฀ THE฀ REQUIREMENTS฀
OF฀THE฀USER�฀4HE฀NEED฀FOR฀TWO฀SCANNING฀STATIONS฀WAS฀ANTICI

PATED�฀ONE฀IN฀THE฀INVOICE฀UNIT฀ IN฀CENTRAL฀ TECHNICAL฀SERVICES฀
AND฀ONE฀IN฀THE฀%AST฀!SIAN฀,IBRARY��฀

4HE฀ /N"ASE฀ SOFTWARE฀ ALLOWS฀ KEYWORD฀ SEARCHING฀ IN฀
THE฀FULL฀ TEXT฀OF฀SCANNED฀IMAGES�฀!LL฀ THE฀ INVOICES฀SUBMIT

TED฀ THROUGH฀ %AST฀!SIAN฀ ,IBRARY�฀ AS฀ WELL฀ AS฀ MANY฀ OF฀ THE฀
INVOICES฀ HANDLED฀ IN฀ CENTRAL฀ TECHNICAL฀ SERVICES�฀ ARE฀ IN฀
LANGUAGES฀ THAT฀ DO฀ NOT฀ USE฀ THE฀ ,ATIN฀ ALPHABET�฀ )T฀ IS฀ NOT฀
POSSIBLE฀ TO฀ SEARCH฀ THESE฀ INVOICES฀ BY฀ KEYWORD�฀ )NVOICES฀
RECEIVED฀BY฀%$)฀ARE฀ALSO฀NOT฀KEYWORD
SEARCHABLE฀AS฀THEY฀
ARE฀IMPORTED฀INTO฀/N"ASE฀AS฀DOCUMENTS฀RATHER฀THAN฀BEING฀
SCANNED฀USING฀OPTICAL฀CHARACTER฀ RECOGNITION฀ �/#2	฀ TECH

NOLOGY�฀4HEREFORE฀KEYWORD฀SEARCHING�฀WHILE฀USEFUL�฀IS฀NOT฀
COMPREHENSIVE�฀

/NE฀OF฀THE฀INITIAL฀ISSUES฀IN฀SETTING฀UP฀THE฀REGION฀OF฀THE฀
SERVER฀FOR฀USE฀BY฀LIBRARY฀INVOICING฀WAS฀THE฀DETERMINATION฀
OF฀ WHICH฀ INDEXES฀ TO฀ ESTABLISH�฀ &IVE฀ INDEXES฀ HAVE฀ BEEN฀
DEFINED฀AT฀ THE฀ LIBRARY�฀VENDOR
INVOICE฀DATE�฀ INVOICE฀NUM

BER�฀VENDOR฀CODE�฀VOUCHER฀)$฀AS฀LISTED฀IN฀THE฀),3�฀AND฀CHECK฀
NUMBER�฀6ENDOR฀CODE�฀AS฀STORED฀IN฀THE฀),3�฀WAS฀PREFERRED฀TO฀
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THE฀VENDOR฀NAME฀FOR฀REASONS฀OF฀EFFICIENCY฀AND฀STANDARDIZA

TION฀IN฀KEYING฀IN฀THE฀INDEX฀POINT�฀4HE฀FIRST฀THREE฀INDEXES฀ARE฀
ADDED฀AT฀THE฀POINT฀THE฀DOCUMENT฀IS฀SCANNED�฀4HE฀VOUCHER฀
)$฀IS฀ADDED฀AFTER฀THE฀INVOICE฀HAS฀BEEN฀APPROVED฀FOR฀PAY

MENT฀IN฀THE฀LOCAL฀),3�฀)T฀IS฀IMPORTANT฀TO฀CAREFULLY฀CONSIDER฀
WHICH฀ INDEX฀ POINTS฀ ARE฀ NEEDED฀ AND฀ HOW฀ THESE฀ INDEXES฀
ARE฀ TO฀ BE฀ USED�฀ /RIGINAL฀ PLANS฀ TO฀ ADD฀ THE฀ CHECK฀ NUMBER฀
TO฀THAT฀ INDEX฀HAVE฀BEEN฀TABLED฀AS฀IMPRACTICAL�฀#LEAR฀LINKS฀
ARE฀NEEDED฀BETWEEN฀THESE฀ INDEXES฀AND฀THE฀DATA฀ELEMENTS฀
IN฀THE฀LOCAL฀),3฀SO฀THAT฀REPORTING฀CAN฀BE฀DONE฀EFFICIENTLY�฀)T฀
IS฀ IMPORTANT฀ TO฀ UNDERSTAND฀ THE฀ IMPLICATIONS฀ OF฀ DECISIONS฀
MADE฀AT฀THIS฀EARLY฀PLANNING฀STAGE�฀AS฀IT฀IS฀OFTEN฀DIFFICULT฀TO฀
REDEFINE฀DATA฀AT฀A฀LATER฀STAGE�

&IGURE฀ �฀ ILLUSTRATES฀ THE฀ /N"ASE฀ 7EB฀ INTERFACE฀ FOR฀
LIBRARY฀ MATERIALS฀ INVOICES�฀ 4HE฀ INDEXES฀ DESCRIBED฀ PREVI

OUSLY฀ ARE฀ VISIBLE฀ IN฀ THE฀ CENTER฀ SEGMENT�฀ 4HE฀ EXAMPLE฀
SHOWS฀ AN฀ INVOICE
NUMBER฀ SEARCH฀ WITH฀ THE฀ RESULT฀ DIS

PLAYED฀ BELOW�฀ 4HE฀ IMAGE฀ OF฀ THE฀ DOCUMENT฀ RETRIEVED฀ BY฀
THIS฀SEARCH฀CAN฀BE฀VIEWED฀BY฀SELECTING฀THE฀DOCUMENT�฀AS฀
SHOWN฀IN฀FIGURE฀��

/N"ASE฀HAS฀SOME฀BASIC฀REPORTING฀FEATURES�฀4HE฀REPORT

ING฀FUNCTIONALITY฀IS฀DETERMINED฀BY฀THE฀INDEXING฀DECISIONS�฀
1UERYING฀ THE฀ /N"ASE฀ CLIENT฀ BY฀ KEY฀ FIELDS฀ THAT฀ ARE฀ ALSO฀
PRESENT฀ IN฀ THE฀ INVOICE฀ RECORD฀ OF฀ THE฀ ),3฀ ALLOWS฀ FOR฀ VARI

OUS฀ MANAGEMENT฀ REPORTS�฀ &OR฀ EXAMPLE�฀ ONE฀ CAN฀ REVIEW฀
SCANNED฀INVOICES฀BY฀DATE฀OR฀VENDOR฀TO฀DETERMINE฀WHICH฀
INVOICES฀REMAIN฀UNPAID฀AFTER฀A฀SPECIFIED฀PERIOD฀OF฀TIME�

7ORKFLOW�฀ AS฀ PREVIOUSLY฀ NOTED�฀ HAS฀ PROVED฀ TO฀ BE฀ THE฀
MOST฀PROBLEMATICAL฀ISSUE�฀!S฀ORIGINALLY฀CONCEIVED�฀THE฀GOAL฀
AT฀ 0RINCETON฀ WAS฀ TO฀ CAPTURE฀ EACH฀ INVOICE฀ FOR฀ SCANNING฀ AT฀
THE฀ POINT฀ OF฀ ENTRY฀ INTO฀ THE฀ PROCESSING฀ STREAM�฀ 3ELLEN฀ AND฀
(ARPER�฀CITING฀THE฀3AN฀&RANCISCO฀"USINESS฀4IMES�฀/CT�฀���฀�����฀
NOTE฀ THAT฀ �฀ PERCENT฀ OF฀ ALL฀ PAPER฀ DOCUMENTS฀ ARE฀ MISFILED฀
AND฀ALMOST฀�฀PERCENT฀ARE฀EVENTUALLY฀LOST��฀3CANNING฀WOULD฀
ALLOW฀FOR฀MORE฀COMPREHENSIVE฀AND฀SECURE฀CONTROL฀OVER฀THE฀
INVOICES�฀ )T฀WAS฀ FURTHER฀ IMAGINED฀ THAT฀MOST฀DATA฀ENTRY฀OR฀
RECONCILIATION฀ WITH฀ THE฀ LOCAL฀ INTEGRATED฀ LIBRARY฀ WOULD฀ BE฀
DONE฀ FROM฀ THE฀ SCANNED฀ IMAGE฀ VIEWED฀ THROUGH฀ THE฀ 7EB฀
CLIENT�฀ )T฀ WAS฀ ANTICIPATED฀ THAT฀ ALL฀ BASIC฀ PROBLEM
SOLVING฀
AND฀ FOLLOW
UP฀ OF฀ VENDOR฀ STATEMENTS฀ WOULD฀ ALSO฀ BE฀ DONE฀
THROUGH฀THE฀7EB฀CLIENT�฀2EALIZING฀THIS฀WORKFLOW฀HAS฀BEEN฀A฀
CHALLENGE�฀&IGURE฀�฀ILLUSTRATES฀THE฀CONCEPTUAL฀WORKFLOW�

4HERE฀ARE฀TWO฀MAIN฀AREAS฀OF฀CONCERN�฀ENSURING฀THAT฀ALL฀
DOCUMENTS฀ARE฀ACTUALLY฀SCANNED฀AT฀THE฀POINT฀OF฀ENTRY฀INTO฀
THE฀WORKFLOW฀AND฀CHANGING฀THE฀WAY฀STAFF฀WORK฀WITH฀AND฀
VIEW฀THE฀NEED฀FOR฀PAPER�

4HE฀FLOWCHART฀SHOWS฀THREE฀POINTS฀OF฀ENTRY฀FOR฀INVOICES฀
WITH฀ THE฀ hINVOICE฀ IN฀ THE฀ PACKAGEv฀ ROUTE฀ ACCOUNTING฀ FOR฀
THE฀LARGEST฀PERCENTAGE�฀"UT฀THERE฀IS฀OVERLAP�฀INVOICES฀MAY฀
COME฀IN฀FIRST
CLASS฀MAIL฀AND฀THEN฀AGAIN฀WITH฀THE฀PACKAGE�฀
OR฀INVOICES฀MAY฀COME฀IN฀A฀PACKAGE฀AND฀BY฀%$)�฀-ULTIPLE฀
INSTANCES฀ OF฀ THE฀ SAME฀ INVOICE฀ MEAN฀ THAT฀ CARE฀ MUST฀ BE฀
TAKEN฀ TO฀ AVOID฀ DUPLICATE฀ SCANS฀ OF฀ THE฀ INVOICE฀ AND฀ TO฀
IDENTIFY฀AS฀ALREADY฀SCANNED฀ANY฀TRANSMISSION฀DOCUMENTS฀
TRAVELING฀WITH฀MATERIAL฀TO฀BE฀PROCESSED�฀

4HE฀ ISSUE฀ OF฀ HOW฀ STAFF฀ WORK฀ WITH฀ PAPER฀ IS฀ LESS฀ WELL฀
DEFINED�฀ 4HE฀ SIGNIFICANCE฀ OF฀ PAPER฀ AS฀ A฀ SYMBOL฀ IN฀ THE฀
WORKPLACE฀SHOULD฀NOT฀BE฀DISCOUNTED�฀h0APER฀AS฀A฀SYMBOL฀
OF฀ THE฀ OLD
FASHIONED฀ PAST฀ IS฀ ROOTED฀ IN฀ SOME฀ REAL฀ ISSUES฀
HAVING฀TO฀DO฀WITH฀COSTS฀AND฀INTERACTIONAL฀LIMITATIONS�v�฀)N฀
THIS฀CASE�฀MANAGEMENT฀CLEARLY฀VIEWED฀PAPER฀AS฀A฀SYMBOL฀
OF฀A฀LESS฀EFFICIENT�฀MORE฀EXPENSIVE฀PAST�฀BUT฀STAFF฀APPEARED฀
TO฀ HAVE฀ DIFFERING฀ VIEWS�฀ 0APER฀ IS฀ A฀ FAMILIAR฀ TECHNOLOGY฀
AND฀DOES฀NOT฀REQUIRE฀STAFF฀TO฀INVEST฀IN฀RETHINKING฀THE฀WAY฀
THEY฀WORK�฀4HE฀SUCCESS฀OF฀SUCH฀A฀SWEEPING฀CHANGE฀IN฀THE฀
WAY฀WORK฀IS฀DONE฀BY฀STAFF฀REQUIRES฀AGREEMENT฀AND฀ACCEP

TANCE฀AT฀ALL฀LEVELS฀OF฀THE฀HIERARCHY�฀

&IGURE฀��฀/N"ASE฀7EB฀)NTERFACE

&IGURE฀��฀3AMPLE฀3CANNED฀$OCUMENT
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3TAFF฀ RESISTANCE฀ TO฀ CERTAIN฀ ASPECTS฀ OF฀ THE฀ INTRODUCTION฀
OF฀ A฀ $-3฀ COULD฀ BE฀ ANTICIPATED฀ TO฀ SOME฀ EXTENT�฀ BUT฀ THE฀
AVENUES฀OF฀THIS฀RESISTANCE฀WERE฀SURPRISING�฀$ISRUPTION฀HAD฀
BEEN฀ EXPECTED฀ AS฀ THE฀ NEW฀ WORKFLOW฀ WAS฀ INTRODUCED�฀ )N฀
PLANNING฀ DISCUSSIONS�฀ STAFF฀ EXPRESSED฀ THEIR฀ VIEW฀ THAT฀ THE฀
NEW฀ TECHNOLOGY฀ �SCANNING฀ AND฀ INDEXING	฀ WAS฀ AN฀ ADDED฀
LAYER฀RATHER฀THAN฀A฀REPLACEMENT฀FOR฀PREVIOUS฀ACTIVITIES฀�FIL

ING฀AND฀REFILING	�฀)NDEED�฀FOR฀THE฀FIRST฀SEVERAL฀MONTHS฀OF฀THE฀
NEW฀FISCAL฀YEAR฀IN฀WHICH฀THE฀PROJECT฀BECAME฀ACTIVE�฀DUPLI

CATE฀SYSTEMS฀WERE฀MAINTAINED฀AS฀A฀PRECAUTION฀AND฀REASSUR

ANCE�฀3TAFF฀WERE฀THUS฀QUITE฀CORRECT฀THAT฀THIS฀WAS฀ADDITIONAL฀
WORK�฀ 7HAT฀ WAS฀ UNEXPECTED฀ WAS฀ THE฀ RESISTANCE฀ OF฀ STAFF฀

TO฀ WORKING฀ WITH฀ THE฀ SCANNED฀
IMAGES฀IN฀PLACE฀OF฀PAPER฀DOCU

MENTS�฀ .EW฀ WORKSTATIONS฀ WITH฀
LARGE฀ MONITORS฀ HAD฀ BEEN฀ PUR

CHASED฀ EXPRESSLY฀ TO฀ FACILITATE฀
WORKING฀ ONLINE฀ WITH฀ THE฀ DOCU

MENT฀ IMAGE฀ ON฀ THE฀ 7EB฀ CLI

ENT฀AND฀THE฀),3฀CLIENT�฀BUT฀STAFF฀
CONTINUED฀ TO฀ PREFER฀ PRINTING฀ A฀
COPY฀ OF฀ THE฀ SCANNED฀ IMAGE฀ ON฀
PAPER฀FOR฀THE฀PURPOSE฀OF฀ENTER

ING฀ DATA฀ INTO฀ ),3�฀ !DDITIONAL฀
TRAINING฀ IN฀ 7INDOWS฀ MANAGE

MENT฀HAS฀BEEN฀PROVIDED฀TO฀HELP฀
STAFF฀ MANAGE฀ THEIR฀ DESKTOPS฀
MORE฀EFFICIENTLY�

)T฀ IS฀ ONLY฀ WHEN฀ LINE฀ STAFF฀
CAN฀ SEE฀ TANGIBLE฀ BENEFITS฀ TO฀
THE฀NEW฀TECHNOLOGY฀THAT฀FULLER฀
ACCEPTANCE฀ IS฀GAINED�฀AND฀REAL฀
EFFICIENCIES฀ARE฀DEVELOPED฀AND฀
EVEN฀ EXPANDED�฀ 4HE฀ COMPLE

TION฀OF฀A฀FULL฀BUDGET฀CYCLE฀HAS฀
ALLOWED฀ THE฀ LIBRARY฀ TO฀ ASSESS฀
THE฀ GAINS฀ RESULTING฀ FROM฀ THE฀
IMPLEMENTATION฀OF฀$-3�฀3TAFF฀
HAVE฀ DEVELOPED฀ CONSIDERABLE฀
EXPERTISE฀ IN฀ USING฀ THE฀ SCAN

NER�฀ WHICH฀ IS฀ NO฀ SMALL฀ FEAT�฀
)NVOICES฀ COME฀ IN฀ ALL฀ SIZES�฀
SHAPES�฀ AND฀ PAPER฀ QUALITIES�฀
%XPERIENCE฀HAS฀TAUGHT฀THAT฀NOT฀
ALL฀ INVOICES฀ CAN฀ BE฀ SCANNED฀
INTO฀ACCEPTABLE฀IMAGES�฀THUS฀IT฀
HAS฀ BEEN฀ NECESSARY฀ TO฀ REVIEW฀
THE฀ ORIGINAL฀ ASSUMPTION฀ THAT฀
ALL฀ INVOICES฀ COULD฀ BE฀ STORED฀
IN฀DIGITAL฀ FORM��฀ &EWER฀ THAN฀�฀
PERCENT฀ OF฀ THE฀ INVOICES฀ ARE฀ ON฀
PAPER฀ THAT฀ WILL฀ NOT฀ PRODUCE฀ A฀
READABLE฀IMAGE�฀"ACKUP฀DOCU

MENTATION฀OF฀CREDIT
CARD฀STATE

MENTS฀ IS฀ THE฀ ONLY฀ EXAMPLE฀ OF฀

PAPER฀ TECHNOLOGY฀ BEING฀ MORE฀ EFFICIENT฀ THAN฀ THE฀ NEWER฀
DOCUMENT
IMAGING฀TECHNOLOGY�

%NTERING฀ THE฀ SECOND฀ BUDGET฀ CYCLE฀ OF฀ USING฀ $-4฀ TO฀
CONTROL฀ AND฀MAKE฀ LIBRARY฀ INVOICES฀ACCESSIBLE�฀BOTH฀MAN

AGEMENT฀ AND฀ STAFF฀ CAN฀ SEE฀ CLEAR฀ GAINS�฀ )NVOICE฀ IMAGES฀
CAN฀ BE฀ SHARED�฀ REPRODUCED�฀ REPORTED฀ ON�฀ AND฀ PROCESSED฀
FOR฀PAYMENT฀ IN฀A฀MORE฀EFFICIENT฀AND฀TIMELY฀ FASHION�฀4HE฀
AVERAGE฀ ELAPSED฀ TIME฀ FOR฀ PAYING฀ INVOICES฀ HAS฀ BEEN฀ SUC

CESSFULLY฀ REDUCED฀ TO฀ FEWER฀ THAN฀ THIRTY฀ DAYS�฀ 3TATEMENTS฀
FROM฀AGENTS฀CAN฀BE฀RECONCILED฀MORE฀QUICKLY฀AND฀WITH฀LESS฀
NEED฀ FOR฀ DUPLICATING฀ DOCUMENTS�฀ $ESKTOP฀ ACCESS฀ TO฀ THE฀
ORIGINAL฀IMAGE฀OF฀AN฀INVOICE฀HAS฀SAVED฀COUNTLESS฀HOURS฀IN฀

&IGURE฀��฀)NVOICING฀7ORKFLOW



$/#5-%.4
-!.!'%-%.4฀4%#(./,/'9฀!.$฀!#15)3)4)/.3฀7/2+&,/7฀ \฀฀ &!22%,,฀!.$฀,54%฀ ฀ ฀���

RESOLVING฀QUESTIONS฀FROM฀COLLECTION฀DEVELOPMENT฀OR฀FROM฀
AGENTS�฀!฀RECENT฀AUDIT฀BY฀INDEPENDENT฀AUDITORS฀REQUIRED฀
US฀ TO฀ PROVIDE฀ COPIES฀ OF฀ TWENTY
FIVE฀ INVOICES฀ FROM฀ THE฀
PREVIOUS฀FISCAL฀YEAR�฀"EFORE฀THE฀USE฀OF฀DOCUMENT
SCANNING฀
TECHNOLOGY�฀SUCH฀A฀REQUEST฀WOULD฀HAVE฀TAKEN฀STAFF฀SEVERAL฀
HOURS�฀AND฀IT฀ IS฀ LIKELY฀THAT฀AT฀ LEAST฀ONE฀DOCUMENT฀WOULD฀
NOT฀HAVE฀BEEN฀LOCATED�฀-AKING฀USE฀OF฀THE฀SCANNED฀IMAGES�฀
STAFF฀WERE฀ABLE฀TO฀PRODUCE฀ALL฀THE฀REQUESTED฀DOCUMENTS฀FOR฀
AUDIT฀INSPECTION฀IN฀FEWER฀THAN฀THIRTY฀MINUTES�

0ERHAPS฀ THE฀ MOST฀ SALUTARY฀ EFFECT฀ OF฀ IMPLEMENTING฀
$-4฀ TO฀ TRACK฀ INVOICES฀ HAS฀ NOT฀ BEEN฀ THE฀ GAINS฀ THUS฀ FAR�฀
BUT฀THE฀POTENTIAL฀FOR฀FURTHER฀CHANGES฀IN฀WORKFLOW�฀GREATER฀
ECONOMIES�฀AND฀ THE฀EXPANSION฀OF฀$-4฀TO฀OTHER฀AREAS฀OF฀
TECHNICAL
SERVICES฀ WORK�฀ 4WO฀ AREAS฀ RIPE฀ FOR฀ EXPLORATION฀
ARE฀MANAGING฀LICENSES฀FOR฀ELECTRONIC฀RESOURCES฀AND฀MAN

AGING฀APPROVAL
PLAN฀PROFILES฀AND฀AGREEMENTS�

4HE฀ EXPLOSION฀ IN฀ THE฀ AREA฀ OF฀ LICENSING฀ ELECTRONIC฀
RESOURCES฀OVER฀ THE฀ LAST฀ FEW฀YEARS฀MAKES฀ THIS฀AN฀OBVIOUS฀
APPLICATION฀ FOR฀ $-3�฀ 4HESE฀ ARE฀ LEGAL฀ DOCUMENTS�฀ THEIR฀
CONTENT฀ AND฀ WORDING฀ HAVE฀ FAR
REACHING฀ IMPLICATIONS�฀
AND฀THE฀MATERIALS฀COVERED฀BY฀THEM฀REPRESENT฀A฀LARGE฀PER

CENTAGE฀OF฀ THE฀ LIBRARY�S฀MATERIALS฀BUDGET�฀4HESE฀ARE฀ALSO฀
DOCUMENTS฀ TO฀ WHICH฀ MANY฀ PARTIES฀ NEED฀ ACCESS�฀ ACQUISI

TIONS฀STAFF�฀COLLECTION
DEVELOPMENT฀STAFF�฀ THE฀ INSTITUTION�S฀
GENERAL฀ COUNSEL�฀ 4HE฀ USE฀ OF฀ /N"ASE฀ TO฀ SUPPORT฀ SHARED฀
ACCESS฀ AND฀ TO฀ ALLOW฀ ANNOTATIONS฀ THROUGH฀ THE฀ 7EB฀ CLIENT฀
SHOULD฀ PROVIDE฀ A฀ SECURE฀ AND฀ PERMANENT฀ RECORD฀ OF฀ DECI

SIONS฀ FOR฀ EACH฀ LICENSE�฀ 4HE฀ INTENT฀ IS฀ TO฀ SCAN฀ AND฀ KEEP฀
MULTIPLE฀ VERSIONS฀ OF฀ A฀ LICENSE�THE฀ ORIGINAL�฀ A฀ WORKING฀
DRAFT�฀THE฀EXECUTED฀VERSION�฀AND฀SUBSEQUENT฀REVISIONS฀AND฀
ADDENDA�฀ 4HE฀ INDEX฀ POINTS฀ WILL฀ BE฀ DIFFERENT฀ FROM฀ THOSE฀
FOR฀ INVOICES�฀ %ACH฀ LICENSE฀ WILL฀ HAVE฀ A฀ UNIQUE฀ IDENTIFIER�฀
AND฀EACH฀VERSION฀WILL฀HAVE฀A฀VERSION฀NUMBER฀AND฀DATE�฀
4HERE฀WILL฀ALSO฀BE฀INDEXES฀FOR฀THE฀VENDOR�฀A฀GENERIC฀TITLE�฀
AND฀A฀ LINK฀EITHER฀TO฀THE฀),3฀OR฀TO฀AN฀ELECTRONIC
RESOURCES฀
MANAGEMENT
DATABASE฀ RESOURCE฀ IDENTIFIER�฀ 3TATUS฀ CODES฀
WILL฀ IDENTIFY฀ THE฀ STATE฀ OF฀ EACH฀ VERSION฀ AS฀ WORKING฀ DRAFT�฀
EXECUTED�฀SUPERCEDED�฀OR฀OTHER฀APPROPRIATE฀STATUS�฀

!N฀ADDITIONAL฀AREA฀FOR฀EXPANSION฀OF฀$-3฀IS฀THE฀CON

TROL฀ OF฀ APPROVAL
PLAN฀ PROFILING฀ AND฀ CONTRACT฀ DOCUMENTS�฀
0RINCETON฀ MANAGES฀ MORE฀ THAN฀ THIRTY฀ DISCRETE฀ APPROVAL฀
PLANS�฀ EACH฀ WITH฀ UNIQUE฀ SUBJECT฀ AND฀ NONSUBJECT฀ PARAM

ETERS฀ GOVERNING฀ THE฀ MATERIAL฀ TO฀ BE฀ SUPPLIED฀ OR฀ TREATED�฀
-ANY฀ MAINSTREAM฀ LIBRARY฀ SUPPLIERS฀ PROVIDE฀ ACCESS฀ IN฀
THEIR฀ONLINE฀SYSTEM฀TO฀AN฀INSTITUTIONAL฀CUSTOMER�S฀PROFILE�฀
ALTHOUGH฀CAREFUL฀ EXAMINATION฀ SUGGESTS฀ THAT฀ THESE฀ONLINE฀
VERSIONS฀ARE฀RARELY฀AS฀COMPLETE฀AS฀THEIR฀PRINTED฀COUNTER

PART�฀ -OST฀ SMALLER฀ VENDORS฀ DO฀ NOT฀ ATTEMPT฀ TO฀ PROVIDE฀
THIS฀ KIND฀ OF฀ SERVICE�฀ MAKING฀ THE฀ CUSTOMER฀ ALL฀ THE฀ MORE฀
DEPENDANT฀UPON฀THE฀PRINTED฀DOCUMENT�฀,IKE฀LICENSES฀FOR฀
ELECTRONIC฀ RESOURCES�฀ APPROVAL
PLAN฀ PROFILES฀ AND฀ AGREE

MENTS฀ ARE฀ DYNAMIC฀ DOCUMENTS�฀ CHANGING฀ OVER฀ TIME฀ TO฀
REFLECT฀ THE฀ NEEDS฀ OF฀ THE฀ INSTITUTION�฀ !LSO�฀ LIKE฀ LICENSES�฀
THESE฀ DOCUMENTS฀ ARE฀ FREQUENTLY฀ NEEDED฀ BY฀ DIFFERENT฀
GROUPS฀OF฀ STAFF฀ AND฀ARE฀VERSION
CRITICAL�฀4HE฀ADOPTION฀OF฀

SCANNED�฀INDEXED฀IMAGES฀OF฀PROFILE฀DOCUMENTS฀WILL฀ALLOW฀
US฀ TO฀ NUMBER�฀ DATE�฀ AND฀ ANNOTATE฀ PROFILES฀ IN฀ A฀ SHARED฀
ENVIRONMENT฀SO฀ THAT฀COLLECTION
DEVELOPMENT฀AND฀TECHNI

CAL
SERVICES฀STAFF฀CAN฀BOTH฀VIEW฀AND฀REVIEW฀THESE฀CRITICAL฀
DOCUMENTS฀ WITHOUT฀ RESORTING฀ TO฀ FILING฀ CABINETS฀ OR฀ INDI

VIDUAL฀COPIES฀THAT฀THEN฀RISK฀THE฀INTRODUCTION฀OF฀CONFLICTING฀
VERSIONS฀OF฀A฀PROFILE�

N฀ 3UMMARY

4HE฀ FOLLOWING฀ LIST฀ OF฀ QUESTIONS�฀ POSED฀ BY฀ 'ARY฀ "OOMER฀
OF฀ "OOMER฀ #ONSULTING�฀ IS฀ A฀ USEFUL฀ GUIDE฀ IN฀ PLANNING฀ OR฀
IMPLEMENTING฀A฀DOCUMENT
MANAGEMENT฀PROJECT�

N฀ $O฀YOU฀WANT฀TO฀IMPLEMENT฀FIRM฀STANDARDS�฀POLICIES�฀
AND฀PROCEDURES�฀

N฀ $O฀ YOU฀ WANT฀ TO฀ REDUCE฀ PAPER�฀ SUPPLIES�฀ FILING�฀ AND฀
RETRIEVAL฀COSTS�฀

N฀ $O฀YOU฀WANT฀ACCESS฀TO฀DOCUMENTS฀FROM฀REMOTE฀LOCA

TIONS฀VIA฀THE฀)NTERNET�฀

N฀ $O฀ YOU฀ NEED฀ THE฀ ABILITY฀ TO฀ DESTROY฀ DOCUMENTS฀ IN฀
ACCORDANCE฀WITH฀FIRM฀POLICY���฀

)N฀ ADDITION฀ TO฀ ESTABLISHING฀ PROCEDURE�฀ PROFESSIONALS฀
MUST฀DETERMINE฀THE฀SCOPE฀AND฀COMPLEXITY฀OF฀A฀DOCUMENT

MANAGEMENT฀PROJECT�

N฀ 7HO฀WILL฀BE฀IN฀CHARGE฀OF฀THE฀PROJECT�
N฀ 7HAT฀IS฀THE฀TIMELINE�
N฀ 7HAT฀ IS฀ THE฀ BUDGET฀ FOR฀ HARDWARE�฀ SOFTWARE�฀ IMPLE


MENTATION�฀AND฀TRAINING�
N฀ (OW฀DO฀YOU฀PLAN฀TO฀STORE฀THE฀FILES�
N฀ $O฀YOU฀PLAN฀TO฀RETROSPECTIVELY฀SCAN฀OLD฀DOCUMENTS�฀

)N฀ PLANNING฀ THE฀ PROJECT�฀ THE฀ AUTHORS฀ ESTABLISHED฀ A฀
TIMELINE฀ AND฀ APPOINTED฀ A฀ TEAM฀ LEADER�฀ 4HE฀ TIMELINE฀
SLIPPED�฀ AS฀ MAY฀ BE฀ EXPECTED�฀ BUT฀ FULL฀ IMPLEMENTATION฀
WAS฀ SUCCESSFULLY฀ ACHIEVED฀ WITHIN฀ THE฀ TARGETED฀ QUARTER�฀
"UDGET฀WAS฀ LESS฀OF฀AN฀ISSUE�฀AS฀ THE฀SOFTWARE฀WAS฀FREELY฀
AVAILABLE฀ TO฀ INSTITUTIONAL฀ USERS฀ THROUGH฀ THE฀ CAMPUS฀
LICENSE�฀4HE฀LIBRARY�S฀COST฀FOR฀THE฀TWO฀SCANNERS฀WAS฀MINI

MAL�฀ 4RAINING฀ WAS฀ ACCOMPLISHED฀ WITH฀ SEVERAL฀ SIMPLE฀
INSTRUCTIONAL฀ SESSIONS฀ AND฀ REPEATED฀ PRACTICE�฀ &ILES฀ ARE฀
STORED฀ ON฀ A฀ REMOTE฀ SERVER�฀ NO฀ PAPER฀ FILES฀ ARE฀ RETAINED�฀
"ACK
SCANNING฀THE฀PREVIOUS฀YEAR�S฀INVOICES฀WAS฀INITIALLY฀
CONSIDERED�฀BUT฀IT฀WAS฀CONCLUDED฀THAT฀IT฀WAS฀NOT฀WORTH฀
THE฀REQUISITE฀STAFF฀TIME�

&ACED฀ WITH฀ THIS฀ DECISION฀ AGAIN�฀ THE฀ AUTHORS฀ WOULD฀
MAKE฀ THE฀ SAME฀ CHOICE�฀ BUT฀ WOULD฀ RECOMMEND฀ BROADER฀
STAFF฀ INVOLVEMENT฀ AT฀ THE฀ INITIAL฀ PLANNING฀ STAGES�฀ AS฀ WELL฀
AS฀ THE฀ TEMPORARY฀ ADDITION฀ OF฀ CLERICAL฀ OR฀ STUDENT฀ STAFF฀ TO฀
COMPENSATE฀FOR฀THE฀ADDITIONAL฀WORKLOAD฀AT฀THE฀START฀OF฀THE฀
PROJECT�฀4HIS฀ IS฀BOTH฀A฀PRACTICAL฀RECOMMENDATION฀AND฀AN฀
ASSURANCE฀FOR฀LINE
STAFF฀THAT฀THERE฀IS฀MANAGEMENT฀SUPPORT฀
WHERE฀THEY฀PERCEIVE฀THE฀GREATEST฀NEED�



���฀ ฀ ฀).&/2-!4)/.฀4%#(./,/'9฀!.$฀,)"2!2)%3฀฀ \฀฀ 3%04%-"%2฀����

4HE฀AUTHORS฀ARE฀PLEASED฀WITH฀THE฀RESULTS฀OF฀THIS฀INITIA

TIVE฀ AND฀ ARE฀ NOW฀ SEEING฀ THE฀ BENEFITS฀ OF฀ GREATER฀ CONTROL฀
AND฀EFFICIENCY฀FOR฀INVOICE฀TRACKING฀AND฀MANAGEMENT�฀4HE฀
EXPERIENCE฀HAS฀EMBOLDENED฀ THEM฀TO฀PROCEED฀WITH฀OTHER฀
APPLICATIONS฀OF฀$-4�
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฀ ��฀ 3TAFF฀ WORKSTATIONS฀ HAVE฀ A฀ FLAT
SCREEN�฀ TWENTY
ONE
INCH฀
MONITOR฀THAT฀ENABLES฀STAFF฀TO฀HAVE฀MULTIPLE฀WINDOWS฀OPEN฀AT฀THE฀
SAME฀ TIME฀ AND฀ STILL฀ EASILY฀ VIEW฀ DOCUMENTS�฀ 4HE฀ 7EB฀ INTERFACE฀
FOR฀ /N"ASE฀ USES฀ )NTERNET฀ %XPLORER�฀ VERSION฀ ���฀ OR฀ HIGHER�฀ WITH฀
!CTIVE8฀PREFERENCES฀SET�
฀ ��฀ 3PECIFICATIONS฀ FOR฀ SCANNING฀ WORKSTATIONS฀ INCLUDE�฀ ���฀
-"฀ OF฀ 2!-�฀ 3#3)฀ CARD�฀ /RACLE฀ /$"#฀ DRIVERS�฀ /N"ASE฀ CLIENT฀
SOFTWARE�฀ 4HE฀ SCANNERS฀ ARE฀ "ELL฀ �฀ (OWELL฀ MODEL฀ ����$฀ &"�฀
CAPABLE฀OF฀HANDLING฀THICK�฀ THIN�฀ FRAGILE�฀CRUMPLED�฀OR฀DUPLEXED฀
ORIGINALS�
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SIONS฀BEYOND฀THE฀LIBRARY�S฀CONTROL�฀5SE฀OF฀GRAYSCALE฀FOR฀SCANNING฀
IS฀ NOT฀ AN฀ OPTION฀ FOR฀ REASONS฀ OF฀ STORAGE฀ SPACE�฀ (AD฀ GRAYSCALE฀

BEEN฀ ENABLED�฀ MOST฀ OF฀ THE฀ PROBLEM฀ INVOICES฀ COULD฀ HAVE฀ BEEN฀
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