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What is a Work Order?

• Work Order is an internal library Request

• The request is placed on a Physical Item 

• The item is “In Process” during the lifecycle of the Work Order

• It means that Primo shows the item as "not available”
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Configuration

• Role required: General System Administrator

• Configure three elements: 

• Work Order Type

• Work Order Status

• The handling Department
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Configuration – (1) Work Order Type

• Define the purpose of the Work (restoration, binding, 
digitization, etc.) 

• Configure at the Institution or Library level

• Create it in: Configuration > General > Work Orders and 
Departments > Work Order Types 
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Configuration – (1) Work Order Type

• Decide whether the request can “recall” the item if it is on loan

• Alma will send the user the “Loan Status Notice” letter, if 
enabled at your institution.
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Configuration – (2) Work Order Statuses

• Define the phases of the work 

• In: Configuration > General > Work Orders and Departments > 
Work Order Types > "Actions" > Manage Statuses 

• Statuses are sorted by Code or Name

• Statuses are not mandatory



© 2023 Ex Libris | Confidential & Proprietary 10

Configuration – (3) Work Order Department

• Where is the work done?

• Configuration > General > Work Orders and Departments > Work 
Order Types > Manage Departments
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Configuration – (3) Work Order Department

• General Details tab:

• Work Time (days): informational, how long is the item in Department? 

• Value of 0 defaults to 7 days
• 999999 will mean that there is no estimate
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Configuration – (3) Work Order Department

• Served Libraries tab: per configuration, the department will 
serve the Institution, or specific libraries
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Configuration – (3) Work Order Department

• Operators tab: who can process the items? (Work Order 
Operator Role)
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Configuration – Gathered Experience

• Some find it useful to use one Work Order Type with multiple 
statuses (to avoid having to create multiple work order requests 
for one typical workflow)

• For work orders that the Circulation Department uses (missing, 
for example), make the work order department managed by the 
Circ Desk - this makes it easier for staff to create work orders and 
to complete
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Creating Work Orders - Role

• Create Work Order Requests (Privilege: Requests Creator)

• Work Order Operator

• Requests Operator

• Physical Inventory Operators

• Receiving Operator

• Fulfillment Services Operators, Managers

• Digital Inventory Operators

• Purchasing Operators, Managers

• Repository Manager
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Creating Work Orders - How

• Create Work Orders anywhere the Physical Item is in focus

• Physical Item Search

• Bib/Holding “List of Items”

• In the Item Record

• During Loan / Return (… > Work Order)

• Via “Scan In” of items

• Via Jobs

• Automatically when Receiving and “Keep in Department”

• Automatically for the Quick Catalog Item form
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Creating Work Orders – Example (1)

• From Physical Items Search > More Actions > “Work Order”

• Select the Process Type

• Decide if it needs to show in “Pick From Shelf”
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Creating Work Orders – Example (2)

• Or, add Work Order from the “Item Editor”

• Again, choose the Process Type, and the Department

• Tip: only possible after the item was saved at least once
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Creating Work Orders – via Jobs

• To add Work Orders in bulk, create a Physical Items Set, and run 
either Job: 

• Create Physical Item Work Orders

• Change Physical Items information
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Processing Work Orders

• Role: Work Order Operator

• Scope of the Department
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Processing Work Orders – If need to Pick From Shelf

• If the item is in the “Pick from Shelf” list – Scan In first in the 
Circulation Desk
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Processing Work Orders – Scan In at the Department

• Now, in the Work Order Department

• Scan In the item

• The item may be assigned a Status
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Processing Work Orders – Edit the Item directly

• Rather than Scan In, it is possible to edit the item
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Processing Work Orders

• Find the items from:

• Fulfillment > Monitor Requests & Item Processes

• Or, when In the Department > Manage In Process Items
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Processing Work Orders – Manage In Process Items

• Manage In Process Items:

• Filter, select, and –

• Change Status, Generate Barcode, or click “Done”
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Processing Work Orders – Work with the Item

• Also, from “Manage In Process Items”:

• Edit the item, Edit to add a note, Update Expiry, Print Slip, “Done”
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Processing Work Orders – Scan In

• Use “Scan In” to move items between statuses, or when “Done”, 
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Completing Work Orders

• Change the Work Order Status to – Done

• In: Manage In Process Items > Select > Done

• Or, from: Scan In Items > as Done

• Or, Edit the item and remove Process Type

• Or use the Job: Cancel physical items requests
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Completing Work Orders – Item Availability

• Item may now be “In Transit” to the Circulation Desk

• Scan In at the Circulation Desk

• Or rely on “Reshelve without Transit Rules”

• When the work order department is managed by Circulation 
Desk and the item is marked “Done”, the item is available
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Creating Work Orders – Cancel in Bulk

• To delete Work Orders in bulk:

• Create a Physical Items Set

• Run the job: “Cancel physical items requests”

• Or open a case to support, we can assist
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Linking a Work Order to a Circulation Desk

• A Department created on the Library level, can be linked to a 
Circulation Desk

• Add the Work Order Type, Statuses – from the Circulation Desk 
Configuration
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Linking a Work Order to a Circulation Desk

• This will avoid Transit status and changing of “Currently at” 

• Click here for a use case enabling “merge” of Acquisition 
Department and Circulation Desk

https://knowledge.exlibrisgroup.com/Alma/Knowledge_Articles/Receiving_Acquisition_In_Process_items_in_order_to_avoid_In_Transit_(Work_Order_at_Circulation_Desk)
https://knowledge.exlibrisgroup.com/Alma/Knowledge_Articles/Receiving_Acquisition_In_Process_items_in_order_to_avoid_In_Transit_(Work_Order_at_Circulation_Desk)
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Remove the “Until Date” in Primo

• Solution 1: Configure a Work Order Department to have 
"999999" in the "Work Time (days)" field 

• Solution 2: Remove “until {1}” in: Configuration > Discovery > 
Display Configuration > Labels > ViewIt Labels > 
c.uresolver.getit2.item_list.status.WORK_ORDER_DEPARTMENT.with_expected_date

• (Solution 1 impacts new requests)
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“Receiving > Keep in Department” and Work Orders

• When Receiving ordered items, the “Keep in Department” flag 
will create an Acquisition Technical Services work order

• The Next Step options are the Statuses configured for the 
Acquisition Technical Services work order
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Quick Cataloging – Creates a Work Order

• Resources > Add Physical Item

• This creates a request for Acquisition Technical Services, to be used for 
complete cataloging at a later time. 
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Error: “Failed to create work order"

• When adding an item through: Resources > Create Inventory > 
Add Physical Items, an error is seen: “Failed to create work order 
to Acquisition Department”

• Suggestions, in this Knowledge Article: 
• Add the new Location to the Circulation Desk Configuration
• Enable the Circulation Desk to be Primary
• Make sure the Desk has “Hold Shelf” configuration

https://knowledge.exlibrisgroup.com/Alma/Knowledge_Articles/Error_%22Failed_to_create_work_order_to_Acquisition_Department%22_when_adding_a_brief_resource_in_Alma
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Binding items will create a Work Order 

• When Binding items, choose the Work Order Type

• The new bound item is In Process, handle it accordingly
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Wrap up thoughts

• How to remove the Work Order?

• (Hint – make sure no Work Order Requests exist, and delete the Work 
Order Type)
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Documentation, Training, Apps

• Online Help: Configuring Work Orders and Departments

• Training Video

• Knowledge Articles

• Extended Training:
• Defining and managing work orders in Alma.pptx
• How to add an additional process type to Alma using the Work Order functionality.pptx
• Using an acquisition work order when receiving an ordered item.pptx

• For Scan In apps, see: How to activate and use the Bulk Scan In 
cloud app

https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/050Administration/050Configuring_General_Alma_Functions/040Work_Orders_and_Departments
https://knowledge.exlibrisgroup.com/Alma/Training/Alma_Administration/C_Fulfillment/J_Work_Orders
https://knowledge.exlibrisgroup.com/Special:Search?path=Alma%2FKnowledge_Articles&product=Alma&query=%22work+order%22&type=wiki
https://knowledge.exlibrisgroup.com/@api/deki/files/71284/Physical_Inventory_-_Defining_and_managing_work_orders_in_Alma.pptx
https://knowledge.exlibrisgroup.com/@api/deki/files/87255/How_to_add_an_additional_process_type_to_Alma_using_the_Work_Order_functionality.pptx
https://knowledge.exlibrisgroup.com/@api/deki/files/140910/Using_an_acquisition_work_order_when_receiving_an_ordered_item.pptx
https://developers.exlibrisgroup.com/blog/how-to-activate-and-use-the-bulk-scan-in-cloud-app/
https://developers.exlibrisgroup.com/blog/how-to-activate-and-use-the-bulk-scan-in-cloud-app/
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Thank you!
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