Alma Essentials
Patron Services Overview

In this session, you will learn about the patron services available in Alma. We will demonstrate how the Manage Patron Services page gives you a patron-centered workbench where you can manage all services, including Loans, Returns, and Requests.  
You need a circulation desk role, and your location must be set to one of the circulation desks.  
Access the Manage Patron Services page by clicking Fulfilment > Manage Patron Services. 
For whom do you want to provide patron services? 
If this person is not yet in the system, click Register New User to enter user details. 
If they are already registered, scan the patron’s ID, or search for their name. Click Go. 
Here you can manage all services for this patron. In this top corner we have their name and ID followed by fulfillment activities: Loans, Returns, and Requests, each one with a counter showing how many there are.  We also have Fines and Fees. 
Below that, we see the User group the patron belongs to, along with Active balance and Accrued fines. If there is an Active balance, you can use the Pay button to quickly pay the entire amount. 
Below that are automated System notes, and then User notes that have been entered manually. Click Manage notes to add a new note. 
The order is customizable. Just drag and drop sections. 

When Loans is selected, the main pane shows loans activity for this patron.   To check out an item, scan its bar code. Alternatively, if you don’t see the bar code, you can use the pickup list, which allows you to search for the item. Select it, and the barcode will be entered automatically. Click OK to loan the item.  When the filter is set to All, it shows all loans. This can be changed to This Session to show only the loans checked out just now. Click on an item to see more details in the pane on the right. This is called Split view. When there are multiple items listed, the details of the top item are shown by default. 
To remove the details pane, switch to List view. If you prefer to view information in rows and columns like a spreadsheet, click this icon to switch to Table view. 
It is also possible to loan an item that is not yet in the library system, by clicking Create Item. See the online help for more information. 
You can select multiple loans and use the Renew Selected action to renew the selected loans, or use Renew All to renew all of the patron’s loans.

When Returns is selected, the main pane shows Returns activity for this patron. Scan in a barcode to return an item, or use the pickup list to search for it.  This is very similar to the Loans pane. 
When Requests is selected, the main pane shows all requests from this patron. Notice this notification that this item is on the Hold Shelf, ready to be checked out.  Actions for each item include, Edit the request, Update Expiry, Cancel, and View Title in Search.    
When Fines and Fees is selected, the main pane shows Fines and Fees activity for this patron. Actions for each fine or fee include Pay, Wave, Dispute, and Link to item. To pay all Fines and Fees, use the Pay button in the upper corner. You can also select multiple fine rows and use the Pay Selected button from the upper right corner to pay only the selected lines. Their sum is displayed next to the button.

To edit a patron’s information, click their name. This opens their user details as an editable form. Change any field as needed. Select another tab to see other sections of User Details.  This works for Internal users, for whom their details are only stored in Alma, but for an External user, whose information is stored in a student information system, details must be updated with the campus registrar. External user data is continually updated from the student information system, and any changes in Alma will be overridden. Learn more about types of users in the training session Users in Alma. 
Click Save. 
If a patron wants a report of their activity to be emailed to them, click the row-action button beside their name. Select the type of report or receipt they want. 
When you have finished working with this patron, click Done to close the Manage Patron Services page. To preserve patron privacy, if the screen is inactive for a few minutes, the page will close automatically. The amount of time is customizable.   
That’s an overview of Patron Services. See additional training videos for more explanations about working with each type of service. 
Thanks for watching.

