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WHO WE ARE
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BACKGROUND
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WHY WE DID THIS:

• Invoice Organization: Centralized handling.

• Role Clarity: Defined responsibilities.

• Optimized Management: Efficient invoice processing.
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TASK DECOMPOSITION

1. Contract 2. Invoice 3. Check Request

1. Receive
2. Send
3. Sign

1. Receive 1. Create
2. Sign
3. Send
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MIND MAP
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THE 7-STEP INVOICE PROCESS

1

Contract 
received 
from vendor

2

Contract 
sent to VP 
of Planning

3

Signed 
contract 
confirmation 
email 
received 
from vendor

4

Invoice 
received 
from vendor

5

Check 
Request 
form 
created to 
pay invoice

6

Check 
Request 
form signed 
by budget 
officer 
(Rusty)

7

Check 
Request 
form sent to 
Business 
Office
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CHALLENGES
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INVOICE DELIVERY: 
EMAIL VS. CLICKUP

Communication
Instructions
Delivery
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CHALLENGES WITH 
INVOICE MANAGEMENT
Task Organization
Invoice Retrieval
Payment Uncertainty
Maintaining Consistency
Staffing Shortages

Business Office Invoice Format
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PREPARING 
FOR 
EFFECTIVE 
WORKFLOW 
DEVELOPMENT
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Contract​ Invoice​ Check 
Request​

Library director Library director Library intern

ASSIGNING ROLES



WORKFLOW DEVELOPMENT
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Month 
Task Done

Task 
Name

Vendor (drop 
down)

Tool or Resource (drop 
down)

Type (drop 
down)

Party Responsible 
(users)

Invoice Due 
Date (date)

Fiscal Year (drop 
down)

Original workflow table

Refined workflow table



INSIGHTS FROM 
HISTORICAL DATA
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High-activity periods like July

Insights into library resource usage patterns

July August September October November December January February March April May June

12 1 3 3 0 1 1 1 1 0 2 2

Months and # of check requests from 2022



OUR CLICKUP 
SOLUTION
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CLICKUP SCREEN

ENHANCING INVOICE MANAGEMENT: THE ELECTRONIC RESOURCE WORKFLOW
INITIATIVE IN ACADEMIC LIBRARIES

DEVON 16



INVOICE 
DELIVERY 
SOLUTION
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PERMISSIONS
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ELECTRONIC RESOURCES 
WORKFLOW KEY
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CUSTOMIZED TASK 
STATUSES IN EDITOR 

MODE
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CURRENT EXAMPLE OF TASK STATUSES
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EXAMPLE OF COMPLETED TASKS

ENHANCING INVOICE MANAGEMENT: THE ELECTRONIC RESOURCE WORKFLOW
INITIATIVE IN ACADEMIC LIBRARIES

DEVON 22



EFFICIENT TASK RETRIEVAL AND 
INVOICE VERIFICATION
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CONCLUSION: 
BENEFITS OF STREAMLINING

1. Efficiency
2. Improved Accuracy
3. Faster Approval & Payment
4. Streamlined Auditing
5. Resource Allocation
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QUESTIONS



CONTACT US

Russell Michalak | MICHALR@GBC.EDU

Devon Ellixson | ELLIXSDN@GBC.EDU

ENHANCING NVOICE MANAGEMENT: THE ELECTRONIC RESOURCE WORKFLOW
INITIATIVE IN ACADEMIC LIBRARIES

26


	Enhancing invoice management: The electronic resource workflow initiative in academic libraries
	Who We are
	BACKGROUND
	Why we did this:
	Task decomposition
	Mind Map
	The 7-Step Invoice Process
	Challenges
	Invoice Delivery: �Email vs. Clickup
	Challenges with Invoice Management
	Preparing for Effective Workflow development
	Slide Number 12
	Workflow Development
	Insights from Historical Data
	Our clickup solution
	Clickup Screen
	Invoice delivery solution
	permissions
	Electronic Resources Workflow KEY
	Customized Task �Statuses in Editor Mode
	Current Example of Task Statuses
	Example of Completed Tasks
	Efficient Task retrieval and invoice verification
	Conclusion: �Benefits of Streamlining
	Questions❓
	CONTACT US

