
© 2019 Ex Libris | Confidential & Proprietary

Work Order workflows

February 2020

Svetlana Smirnov



© 2019 Ex Libris | Confidential & Proprietary

• Introduction

• Different Department Models

• Workflows DEMO

• Work Order Configuration

Slides for additional reading

• How to place item in work order 
process

• Monitor Work Orders

• Processing Work Orders



© 2019 Ex Libris | Confidential & Proprietary 3

Introduction

• Library needs a workflow for managing internal processes for physical
items, like binding, repair, administration of any other type, etc., 
where item can easily be placed to a process, tracked and returned to 
a shelf

• For this purpose Alma uses department/s created based on institution 
or specific library needs, where staff can apply appropriate processing 
workflow using customized statuses
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Introduction

• What is work Order?

• Work Order is an internal library requests to 
route physical materials through that 
processing. 

• Item in work order request is displayed 
as not on shelf

• Staff can see in which process item is

• Patrons can place requests on item in work 
order processing
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Different Department Models
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Introduction

• Do you need multiple work order departments?

• Do you need multiple work order statuses?

• Staffing—do people perform multiple tasks?

Multiple Work Order Departments

Operators may need to scan in and 

send items to each work order 

department

Staff may need to change their 

“Currently at” location  to see items in 

other work order departments

One Work Order Department

Operators can filter according to the 

status that they perform within the 

work order department
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Introduction

• Institution or library level department should be used?

Example of questions to ask -
• Does the process managed centrally for multiple libraries?

• Do you have one library under institution where same staff member 
manages all tasks?

• Is the administrative process relevant to other libraries in the institution?

• Who has permission to manage the process?
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Different Department Models

Workflow models to review in this presentation where different 
level (institution/library) departments were setup -

• Default Technical Services Department

• Institution level department that serves all libraries 

• Library level department
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Default Technical Services Department

• Default Technical Services Department is an 
OTB library level department provided for 
managing receiving ordered items

• Each library has OTB acquisition 
Department which can be used as Technical 
Services Department for different 
processes.

• OTB department can be enhanced by
desired statuses and used to manage
additional library processes
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Institution level Work Order Department

• You create Department on institution level 
that will serve all libraries in the institution

• Item will be transferred from library
circulation desk to institution department 
for processing and back to library 
circulation desk when process finished

• Dedicated staff with a department scope 
role manages processes for the items
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• In addition to OTB default Technical 
Services Department it’s possible to 
define department dedicated to a 
specific process/es

• Any library level work order type can be
linked to a circulation desk

• If work order is linked to a circulation 
desk, items will not be transited from 
circ desk to a department and back for 
processing

11

Library level Department
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Things To Consider and Best Practices

12
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Things to Consider

• Work Orders are useful in situations when an item needs to be 
taken out of circulation for a short time

• Use Alma integrated workflows for processes covered in 
another functional areas, like 

• Missing items
• Digitizing an item
• Lost items
• Resource Sharing services
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Things to Consider

1. What types of work do you want to accomplish with 
work orders? 

2. In what department does that work occur? 

3. Define statuses to represent each step or task that 
you want to include for each work order type

• For simplicity, you might consider using one work order 
department with various statuses to reflect the work needed 
within the department
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• Create work order types at the institution level

• If there is one physical department at your 
institution where all staff are sitting in the same 
room or area or in close proximity to each other, 
our recommendation is to use a single 
department with additional statuses. 

• If your institution has different physical 
departments, we recommend creating distinct 
work order departments. If each department 
performs distinct processes, we recommend 
creating distinct work order types, each with its 
own statuses.

15

Best Practices
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DEMO Workflows

16
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Workflows

• Discuss workflows managed by different 
departments -

• Default Technical Services department 
workflow

• Institution level department Binding 
workflow

• Library level department Repair workflow
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Work Order Configuration

18
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Work Order Configuration

• https://knowledge.exlibrisgroup.com/Al
ma/Training/Alma_Administration_Certi
fication/General/General_01%3A_Work
_Orders

• See handout attached to the training as 
well

https://knowledge.exlibrisgroup.com/Alma/Training/Alma_Administration_Certification/General/General_01%3A_Work_Orders
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How to place item in work order process

20
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User Roles

Who can create work order requests?

• Fulfillment Services Operators, Managers

• Digital Inventory Operators

• Physical Inventory Operators

• Purchasing Operators, Managers

• Repository Manager

• Requests Operator

Work Order Operators handle work orders within the work order department

General System Administrators configure work orders types, departments, and 
statuses
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Creating Work Orders

• Produced automatically, in certain 
situations – example - > Quick 
Cataloging

• Via search for Physical Items
• At the time an item is loaned to a patron
• When a patron returns an item to the 

library
• From a list of items
• Within an Item Record
• Create work order request in bulk by 

running “Create physical item work 
orders” job on a set of records
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Automatic Work Order Creation

• Manage Patron Services Workbench
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Automatic Work Order Creation

• Receiving Workbench
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Manual Work Order Creation

• Physical Item Search
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Manual Work Order Creation 

• Physical Item Search
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Manual Work Order Creation

• At Checkout
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Manual Work Order Creation

• When 
Returning 
an item
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Manual Work Order Creation

• From a list of items
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Manual Work Order Creation

• From an 
item 
record
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Create Work Orders in Batch
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Monitor Work Orders

32
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Monitor Work Orders
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Monitor Work Orders
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Monitor Work Orders
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Processing Work Orders

36



© 2019 Ex Libris | Confidential & Proprietary 37

Processing Work Orders

Scan in Item at Work 
Order Department

Set/Edit status for 
next steps

When done, scan and 
send item to 

Circulation Desk

Circulation Desk 
Scans in and 

reshelves
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Processing Work Orders
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Processing Work Orders
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Processing Work Orders
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Processing Work Orders
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Processing Work Orders
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Processing Work Orders
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Svetlana.Smirnov@exlibrisgroup.com

Thank you!



Institution level Binding work order department 

Binding workflow steps (use Sandbox 4 NBY) 

1. Search physical titles for a journal “Community development journal” - 0010-3802 
2. Open items list 
3. Select items to bound together 

 
4. Click ‘Bind Items’ 
5. Check that list of selected items is correct to bound together 
6. Click Next 
7. Select Work order type and Work Order department that will store and manage binding. Add 

note as desired 

 
 

8. Click Create or Create and Edit, if desired 

 
9. System will delete items and create a new bound item. 



 
10. Edit bound issue information. Edit Enumaration/Chronology, item policy, Barcode. Save. 
11. Item will have process type and assigned to a selected department (this configurable and will 

depend on customization and settings) 
In our example it is -  

 
12. Item shows Process type in items list 

 
13. Item is managed by selected Department. Staff user that have a role enabling the department 

can connect to a specific department  

 



14. Go to Fulfillment Menu – Manage in Process Items 

 
15. Under manage in Process items you can edit specific process – change status, check expiration 

date (set based on work order type), edit item, and finish the process. 

 
16. Edit – to change status 

 
17. To finish the process, click – Done. 



 
18. When work order is created on Institution level to serve all libraries and campuses of the 

institution item will be sent to item home library and status will be In Transit 

 
19. To set item in place it must be scanned under item’s circulation desk. You will get re-shelve 

message 
 

 
20. Go to holdings record and update summary holdings if needed. 



 
Configuration 
Go to Work Order types 

 
 

 
 
Click on Actions (ellipses)  
Manage Statuses 

 
Manage Department 

 
Operators 



 
 



CARLI – using OTB Technical Services Department for work orders  (UIC sandbox) 

Each library has OTB acquisition Department which can be used as Technical Services 
Department for different processes. 

For managing different processes additional statuses can be added to Technical Services 
Department. 

 

Configuration Steps  

Go to Alma Configuration – General – Configure selected library which will manage work orders 

Edit AcqWorkOrder –   

 

Select ‘Manage Statuses’ 

 

 

https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/0
50Administration/050Configuring_General_Alma_Functions/040Work_Orders_and_Departments#Confi
guring_Work_Order_Type_Statuses 

https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/050Administration/050Configuring_General_Alma_Functions/040Work_Orders_and_Departments#Configuring_Work_Order_Type_Statuses
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/050Administration/050Configuring_General_Alma_Functions/040Work_Orders_and_Departments#Configuring_Work_Order_Type_Statuses
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/050Administration/050Configuring_General_Alma_Functions/040Work_Orders_and_Departments#Configuring_Work_Order_Type_Statuses


 

 

 

Here is a workflow how to add item/s from a set to processing department by running a job  

• Create a set 
• Run a job Create physical item work orders 
• Mark to pick up from shelf or not 
• If pick up required – scan in should be done in circ desk and processing 

department 
• If pick up is not selected, item is placed in the department task list. Update status 

of the process under processing department. 

 



Work Order on Library Level that is linked to Circulation Desk 

Example on Sandbox 5 – UIC 

 

Adding Work Order Department to Circulation desk under Work order tab select Add – Select work 
order and number of days to manage items  

 

You can put item to work order by scanning in item barcode and selecting work order department and 
status 

 

 

To see items in Process – under circulation desk (currently at) – Fulfillment – Manage Items in process 



 

Click Done to finish process 

 

Same can be done from scan in item barcode and selecting done 

Item will be placed on shelve without Transit step 

 

 

 

Configuration 

Select to configure library in Alma Configuration  



 

Select Work Order Types 

 

 

Work order Statuses 

 

 

Click on Manage Departments to see/add Department 

Go to Circulation desk to link work order to circulation desk 

 

 

 

 

 


	CARLI-Work Order Models
	Binding workflow steps for Binding - Institution Level Work order
	Technical Services OTB department as work order department
	Work Order on Library Level that is linked to Circulation Desk

