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Yes 

ID contact lecturer (inform about 
clickUP & training courses) 

Is it only paper 
material that 
needs to be 
scanned? 

Information Specialist (IS) receives 
request for library page from lecturer/ 

Education Innovation (EI) 

Does a clickUP course exist? 

IS creates library page.  For 
assistance contact library web 

manager 

Inform ID
No

Electronic format  
(e-journal / UP Space) 

Create links 

Quality control 
(Check checklist) 

Load on clickUP 

Inform lecturer / EI 

Does lecturer want clickUP module? 

Lecturer 
follows 7 steps 

Yes No 

Only for 
reference 
pages 

Paper format 

Follow the scanning 
process 
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Scanning process 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Person doing the 
scanning cut CD 
– send to ID 

Request received from lecturer/ 
Information Specialist (IS)/ 
Education Innovation (EI) 

 

Paper format 

Yes 

Not successful
 

Electronic format 

 

Quality of paper document 
Back to 

person who 
requested 

 Divide documents according to prescribed KB 
 Save 
 Apply security so that it can only be printed and 

saved 
 Do quality control 

 

Apply for copy right clearance 

Scan 
Link on Innopac 

Link to Course Reserves 
(searchable under lecturer 

and module code)

Refer back to make corrections (scanning, link 
Innopac/e course Reserves & final quality control) 

Do quality control 

Successful

Acceptable

No

Unacceptable

10 / more sources 
scanned 

Inform ID 

Does lecturer require 
CD? 

Yes 

No

Back to 
person who 
requested 

Person doing 
the scanning 
informs IS & ID 

Does cllickUP course exist? IS follows the library reference 
process 

Yes 

No

Person doing the scanning informs lecturer and IS 
with information (URL’s, KB sizes)  The scanned 

material is available on Upexplore (catalogue) 



Quality Assurance for Reference Pages 
 

 

 

 

 

 

IS has created a Library Refence 
page for clickUP 

Did you use the 
correct template 

Locate the correct template 
(I:\AIS\Share\clickup_temp) Has copyright been cleared 

Have all links been tested 

Compare your page to this 
example 

Finalize page 

Ask “buddy” to check page 

Copy information into new 
template

NoYes
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