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Create a Work Order 

1. To place a work order, look up an item by barcode or call number, and click on Ellipse, then 
choose "Work Order". 

 

 

2. Choose "Process Type" and hit "Submit". 
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3. If you have the item in hand, check the "Do not pick from shelf" box; otherwise the item will 
show up on a Pick from Shelf List. Select "Managing Department", fill in "Note" field if needed, 
and hit "Submit". 
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Now you will see the item has been placed into a work order. The item location changes to work 
order managing department, and the status changes to "Item not in place". 

 

 

Manage a Work Order 

1. Connect to the managing department (e.g. the NMU C&M Mending). 
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2. Click on Monitor Requests & Item Processes (Fulfillment > Monitor Requests & Item 
Processes). 
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3. Click on Mending Work Order under the Facets. You will see all items with Pickup Location: 
NMU C&M Mending. Pick one item you'd like to work on. 

 

 

4. Click on Scan In. 
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5. Define the Status (e.g. set status to "Mending Needed"), select "Done" to "No", which means 
you just start working on and the item is not complete and remains in its current stage in the 
workflow, scan item barcode, and hit "OK". 
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Now the item will be In Transit to work order managing department (e.g. the NMU C&M 
Mending). 

 

 

6. When the mending work is done, click on Scan In (see step 4 in the section of "Manage a Work 
Order"). This time, select "Done" to "Yes", which means the item is complete and proceeds to 
the next stage in the workflow, scan item barcode, and hit "OK" (At this step, you don't need to 
set status). 
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Once the managing department marks an item "Done", it shows up as In Transit for reshelving 
to the home library. 
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7. Change the permanent location for an item when applicable (if not applicable, please skip the 
steps 7-9). To this end, search the item by barcode, and then click on "Edit Item". 

 

 

8. Select a desired permanent location in the Physical Item Editor, and hit "Save". 
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9. Alma might prompt you for a confirmation message "This item will be moved to a new 
holdings. As there are no remaining items in this location, the holdings record will be deleted. 
Are you sure you want to perform this action?” Hit "Confirm". Now the item has been moved to 
a new permanent location. 

 

 

Complete a Work Order 

Once the mending is done, the item will be In Transit back to the home library. Since 
we configured our Alma "Reshelve Without Transit" to avoid transit", the item is already ready 
for reshelving, we can skip this step. 

 

1. Connect to Circulation Desk. 
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2. Click on Scan In (see step 4 in the section of "Manage a Work Order"). Make sure "Register in-
house use" and "Item from another institution" unchecked, scan item barcode, and hit "OK". 
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Now, the item is back to its shelf, and ready for ready for patron use. The work order is 
complete. 

 

 


