Process for granting new members access to XYZ Press Opening the Future packages: technical, administrative, and billing steps
Updated Feb 2025
Note that some of these steps happen concurrently - they are not necessarily always consecutive.  These steps broadly correspond with the process diagram shown on the final page. This workflow is for new sign ups but it can be easily adapted/broadly applies to also describe the process for existing members who are renewing for a further membership period.
	Step
	What
	Who

	1
	Library/institution fills in an online form to subscribe to a package:
· If UK-based they fill in the Jisc Subscriptions Manager catalogue form or go via one of the Press’ third party representatives
· If North American, they can go via Lyrasis’ product details web page, or they might email Lyrasis or the Press directly or go via one of the Press’ third party representatives
· If Rest of World they contact the Press directly or go via one of the Press’ third party representatives
	Library customer

	2
	Whoever receives the enquiry or order from the library will need to liaise with the library for a few details if they were not already submitted, including:

· Contact and billing address details
· Details of which package they want (if there’s a choice)
· Are they paying for all 3 years up front in one payment or do they prefer to be billed once a year?
· Technical details to enable library patron access to the backlist package books (e.g. OpenAthens ID, IP addresses or other technical specs)

	Press/Jisc/Lyrasis/3rd party

	3
	Workflow steps to take:
1. If backlist access is managed by an external partner (e.g. Project MUSE), you will need to pass on technical details through your agreed process
2. If billing is handled by an external partner, you will need to pass on billing and contact details (or ensure they already have what they need if the order originally came via them)
3. If billing is handled internally, prepare and send invoice as agreed with library
4. Liaise with library on start date of membership/welcome library and supply details of their membership
5. Update public webpages to display new library member (i.e. transparency on where OtF funding is coming from)
	Press/Jisc/Lyrasis/ 3rd party

	Other activities that happen in the background

	Blue Dotted lines
---
	Press finance team/Lyrasis/Jisc/3rd party liaises with library admin to ensure money is collected, per terms of the invoice
	Press/Jisc/Lyrasis/ 3rd party

	Red Dotted lines
---
	Once every quarter (or other agreed/appropriate period) Press finance/Lyrasis/Jisc/3rd party needs to check if the library has paid. If the library has not paid, they can discuss with library as needed and have the option to revoke backlist package access if necessary.

The same applies if the library informs the Press/Jisc/Lyrasis/3rd party that they wish to cancel before they have paid for three years.
	Press/Jisc/Lyrasis/ 3rd party
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High level diagram of process – note that not every single detail is shown, so that it’s still readable
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