
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 You will need to be owner or editor of your List. Contact resourcelists@contacts.bham.ac.uk to request this if 

you’re not already the owner. 

 If there isn’t an existing list please send in the list to resourcelists@contacts.bham.ac.uk  and ask for the 

list to be assigned to you (see the ‘Getting Started’ guide  for more information) 

 Select Edit list and you will notice the Request digitisation option on each of the items on your ResourceList.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 Add the information relating to the chapter, 

article or page range you want to scan/ 

report, and follow the steps on screen, many 

of the fields will be pre-populated.  

 

If there are notes that relate to this extract, they can be 

included within the digitisation limits and the page ranges 

should be entered on the ‘notes’ tab.  

From September 2016 scanning will be managed via the ‘request digitisation’ function embedded within ResourceLists@Bham. 

This will include automatically checking all of the following:  

 Library ownership  

 Existing e-availability- which might be better suited  

 Licence coverage- in terms of the title and the length of the extract requested  
o Where there is a problem the request will be referred instantly for a member of Library Services to review and 

feedback on the request 

 If we already have a scan we can reuse  

 Adding Copyright Notices to pdf files, and  

 Reporting usage 

 (If you use multiple images from a single book, e.g. lots of figures, please contact digitisation@contacts.bham.ac.uk for advice.). 
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When entering course details, this info should be completed from the module data you entered when you created 

the lists.  If the student numbers are blank please enter them in this tab.  (If numbers are not yet know please enter 

an estimate.) 

 

 Click Submit request  

a. The system will check compliance against the CLA HE 

licence.  

b. If your request meets the criteria it will be accepted, 

or rejected if it does not. 

 

c. If there are any queries related to your request you 

will receive notification and the request will be 

referred to Library Services, who will investigate and 

will contact you directly. 

 

d. If the request is rejected you can ‘Proceed with 

request anyway’ by including additional details and 

manually referring the request for review. 

 

 

 The system will add a copyright related coversheet containing details about what can be done with the scan and 

also details of the source publication before your scan is automatically added to the ResourceList. 

 

 You will receive an email confirming the request and the digitisation will be added directly in to the list when it 

is complete and a notification sent. 

 

 Don’t forget to publish your course for the list to be made live. 

 

 

 
Please contact digitisation@contacts.bham.ac.uk for queries 

For further help and support contact your Library Services Subject Advisor or go to 

http://libguides.bham.ac.uk/resourcelists 
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