Getting to Know Alma – Fulfillment
Loans

Hello, some of the most frequent tasks you’ll perform in Alma include checking out, renewing, and returning items to allow patrons to use the resources that they need.  

In this session you will learn how to checkout and renew items, see patron blocks, pay fines, and how to return items. Including to reshelve, route to another library, and how to process a return with a request on it.

After logging into Alma with a user that has the roles that provide circulation desk privileges, you’ll make sure that your location is set correctly. In this case you’re at the Main Library Circulation desk.

A patron has come up to the circulation desk to checkout an item. You’ll start by going to Fulfillment > Checkout/Checkin > Manage Patron Services and finding the patron by either searching by their name or barcode and click Go. You see that there is a message pop-up stating their account is currently blocked due to fines. These limits are configurable for your institution, in this case anything over $50 blocks patrons from borrowing more materials. The patron says they have $20 in cash to pay down some of their fines, so you’ll click OK. 

This is the patron’s account page. To apply the $20 from the patron you can either click Pay next to their active balance on the left, or if you click the Fines and Fees button, you can apply it to a specific item or click Pay at the top of the page.

They’re not paying the entire balance so you’ll change the Payment amount to 20, then click Pay. Their balance now reflects the $20 they just paid, and there is a Partially Paid label on the item. Let’s go checkout their item. 

Click the Loans button to back to the Loans page. You could scan in the item barcode, but there is no scanner set up here, so instead, you’ll search for the item. And here it is, you’ll select it and click Select. Then click OK to checkout the item. They’re all set, click Done, to close their account page.

Another patron has come up to the desk and wants to renew an item that they checked out today but will be on vacation when it’s due. So, you’ll search for and open their account. On the Loans page, if you don’t see all of the patron’s loans, change the filter to All, instead of This Session. Normally you would click Renew, if you wanted to renew an existing loan. But since the item was checked out today the renew date would be the same as the existing due date. So, you can’t just renew the item to extend it. Instead, you’ll need to manually change the due date. 

Open the row action menu and select Change Due Date. In the window that pops up, enter the new date, and click Change Due Date. The date has now been updated. Click Done to close the patron’s account.

Next you need to return a few items that are in the return box. You can either click the Go to Return Items button or go to Fulfillment > Checkout/Checkin > Return Items. If you scanned items in this field now, the return date would bet set to today’s date by default. But you can enter an override date if needed, such as if it was a holiday and some of the books were returned prior to today. 

Let’s scan in a few barcodes. You can see that for the first return, the Next step is to Reshelve it, and there is a label on the item that it was returned Overdue. Let’s scan in another. Now Alma is letting me know that this item needs to be routed to another library. And there’s one more book, so you’ll scan it in too. This one is showing that there is a request on this item, so it will need to be put on the hold shelf.
After you’ve checked everything in you have the option to export the list of returned items to Excel. You can also toggle between table and record view, as well as list and split screen.

To change what information is shown on this page, click the Customize icon. Under User Customization you can change what is displayed when you check in items. Institution Customization requires additional permissions to access and will change what is displayed for all circulation staff.

You now know how to checkout items, view patron blocks, and pay fines. As well as renew and extend due dates and return items. Thanks for watching!


