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“A resource request (or just "request") is for the 
acquisition, manipulation, movement, or processing of 
inventory.”

- Requests in Alma

“A request to make a library resource available at a 
specific location for a specific purpose.”

- Alma glossary

Requests
Official definitions

https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/030Fulfillment/020Resource_Requests/005Requests_in_Alma
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/120Alma_Glossary
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Who can place requests?

• Patrons

• Staff

• Alma itself

Requests
Who
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Where can requests be placed?

• Alma

• Manually

• Job

• Primo VE

Requests
Where
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• Booking

• General Hold

• Purchase

• Resource Sharing

• Borrowing

• Lending

• Restore

• Ship

• Transit for Reshelving

• Work Order

• Acquisition Technical 
Services

• Digitization

Requests
Categories
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“An internal library request to route physical materials for 
internal processing. A work order sends an item to a work 
order department (marking it as not available on the 
shelf), where it can be managed according to internal 
statuses.”

- Alma glossary

“…staff-initiated requests for internal processing of 
physical items.”

- Harvard wiki – Work Orders Overview

Work Orders
Definitions

https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/120Alma_Glossary
https://wiki.harvard.edu/confluence/display/LibraryStaffDoc/Work+Orders+Overview
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• Work Order Type (aka Process Type): a workflow consisting of one 
or more steps

• E.g. Acquisition technical services

• Work Order Status: a step within a Work Order

• E.g. At Bindery, Copy Cataloging, etc.

• Work Order Department: physical location where the work occurs

• E.g. Acquisitions Department

Work Orders
Components
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1. Set your location to the 
Acquisitions Department

2. Go to Acquisitions 
Receiving and Invoicing 
Receive

Acquisition Technical Services Work Order
Instructions
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3. You can choose one, both, or none of the options:

Acquisition Technical Services Work Order
Instructions
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If you select none of the options, the item will be temporarily awaiting 
reshelving after you receive it. No work order will be created

Acquisition Technical Services Work Order
Instructions



Click to edit Master title style

If you select Shelf Ready, you will be able to search by barcode

Acquisition Technical Services Work Order
Instructions
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4. Select Keep in Department, then choose a Work Order Status

Acquisition Technical Services Work Order
Instructions



Click to edit Master title style

5. Receive the item (if you only have one)

Acquisition Technical Services Work Order
Instructions
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5. 
Alternatively, 
you can 
receive 
multiple 
items at 
once

Acquisition Technical Services Work Order
Instructions
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A request has been created and the item is not available

Acquisition Technical Services Work Order
Instructions
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This is how it would look if you clicked the request on the previous 
image or if you navigated to Fulfillment  Resource Requests 
Monitor Requests & Item Processes

Acquisition Technical Services Work Order
Instructions



Click to edit Master title style

This is how it would look if you viewed the item record

Acquisition Technical Services Work Order
Instructions
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7. Go to Acquisitions  Post-Receiving Processing  Receiving 
Department Items

Acquisition Technical Services Work Order
Instructions
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8. Change the Work Order Status or mark it Done

Acquisition Technical Services Work Order
Instructions
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8. Another way to do this is at Acquisitions  Post-
Receiving Processing  Scan In Items

Acquisition Technical Services Work Order
Instructions



Click to edit Master title style

Now the item is temporarily awaiting reshelving, just like 
if you had never created a work order

Acquisition Technical Services Work Order
Instructions
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• More granular versions of the statuses in Acquisitions 
Technical Services

• E.g. A bindery work order with work order statuses for 
binding, sewing, etc.

• E.g. A cataloging work order with work order statuses 
for original cataloging, classification, etc.

• Digitization workflows

• Weeding workflows

Work Orders
Other Uses



Questions?
For additional assistance, please contact Kristen Fredericksen 
at kristen.fredericksen@cuny.edu

mailto:kristen.fredericksen@cuny.edu?subject=work%20orders

