Alma Essentials -- Fulfillment
Booking Requests Management

Hello, in the last session you learned what booking requests are and how to create a request on behalf of a patron. In this session you will learn how to monitor and view current requests, as well as how to manage specific requests.
You can monitor Booking Requests by going to Fulfillment > Monitor Requests and Item Processes.
Once the page loads you can use the facets to filter to only see Booking Requests. Here you can move the booking request to a task list, Cancel, Edit or View any active request. We have here a booking request that already started, and a booking request that will start soon. It means, these items will be blocked for loans on these booking request periods. 
If another patron is asking to loan one of these books, go to Fulfillment-->Manage Patron Services, enter in their barcode, and go to Loans. When you enter the barcode of the item with the active booking request, the item will be blocked for loans. If the patron would like to loan the item with the booking request period that hasn’t started yet, a “Loan Blocked” message will appear too, but with the option to override with a shortened due date.
Now the patron who requested the books wants to loan the items. Search or enter the patron’s barcode and once their account opens, click on “Requests”. Here you can see all of the patron’s active requests; you can Cancel, View, or Edit and change the start and end date and time of each request. If needed, you can use the drop-down menu to filter to only see a particular type of request. To fulfill the request go to “Loans”, and scan in the items. Alma will allow the loan, since this is the patron who requested the items. The items are now checked, just like any other loaned items, but the due date is the end date and time of the booking request. The item can be returned as any other loaned item would be, by scanning it in on Returns in the patron’s account… or by going to “Fulfillment” > “Return Items”.
