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Notes:

In this presentation we will learn how to bind items in Alma using a Work Order workflow.

Items that are bound are withdrawn from the repository and a single new item that is a compilation of the withdrawn bound items is created. All bound items are still retrievable individually in Alma Analytics, but only as a single bound item in the Alma user interface.

Advantages to using a work order for bindery include the ability to add specific instructions for the binding and received by for the binding department.

You can track both the location and status of the bound item as well as the work order in the bindery process.

And the statuses of the processes followed by the binding department are fully customizable.

We must have a work order department to complete the bindery process in Alma, however it does not necessarily need to be a separate department. The following criteria is helpful in determining whether your institution needs a standalone or shared bindery work order department. 

·
Do bindery staff have duties in addition to bindery tasks? 

·
Does staff need to change work order departments in Alma? 

·
Does the work order department manage multiple workflows or just bindery? 

Both standalone and shared work order departments have customizable work order statuses. In this tutorial we will be using a standalone bindery department.

We’ll start by making a bindery work order department. First, open the configuration menu by clicking on the gear icon in the top right corner in Alma. Select the library you want to configure a department for, in this case we’re going to configure the Main Library. 

In the left sidebar choose General, and then click Work Order Departments. Once the page loads, open the Add Department menu and choose Bindery from the drop down. We are now guided through the department creation wizard.

The department Code and Name fields are required. Work Time will affect what is displayed in Discovery, showing how long an item will be in processing. A printer must be selected for printing slips when sending issues to the bindery. We’ll now click Next to move on to the next step.

The Served Libraries tab allows you to attach libraries or institutions that will use the work order. In this case we just need the main library but additional libraries can be added by clicking on Attach Library and selecting the one you want from the drop down menu, then click Attach. Click next to move forward. 

The contact information is not required, but can be easily added by choosing the corresponding plus button on the right hand side of each section. Click next again to move on.

Operators are all individuals that will need to access this particular work order department. To add users click “Add Operator”, find the individual by typing in their name, click “Add Operator”. When all users have been added click “Save” at the top of the page to save your department.

To customize the statuses available for the work order we’ll navigate to Work Order Types by going to Configuration > General > Work Orders and Departments > Work Order Types.

Click on the row action tool in the far right column of the Bindery row, and select “Manage Statuses” from the drop down menu. On the page that loads you can create as many statuses as your process requires. Some useful questions to ask when making new statuses are:

·
How many statuses are needed?

·
Do materials wait in Technical Services before they are sent to a bindery?

·
Do you want a status to designate that the issues are not in house and at the bindery?

·
Do you have any post-receiving processing that needs to happen when bound volumes are returned and before they are returned to the shelf?

It is recommended that you enter bindery instructions on the Receiving Notes field of the serial’s PO line to make it easier for staff to create lists and view entered notes later. Please note, there is some documentation that may instruct you to enter binding instructions on the pick slip to that will go with the materials to be bound the bindery department when you create the bindery work order, but this can make it difficult for staff to view the notes later. 

To enter the instructions in the receiving notes field we locate the serial and go to the PO for the item by clicking on the linked number next to Orders. After the Purchase Order Lines page loads, click the Edit button to the right of the item title. In the first section under the summary tab add the bindery instructions in the Receiving note field; click save when you’re done.

Now we will change the status of the items that are going to be bound into a single item. We need to go back to the item record and click on Items; either from below the record or from the drop down menu at the top right of the listing. This takes us to a page that displays all of the periodicals within the serial. To bind them simply check off the desired items on the left and choose Bind Items. 

On the next page make sure you have all the items you want listed and click Next. The work order type in this case is Bindery, and once it has been selected the Note and Work order department fields will become editable. The Note field is where previous documentation suggests that bindery instructions be entered and where this procedure diverges. Click “Create” and then “Confirm” to withdraw the individual items from the system.

Next we need to make sure that the new item record is correct. We will go back to the listing of items, and select the row action tool next to our new item, and click Edit. In the second tab, ENUM/CHRON check that all the information was transferred correctly. Click save in the top right hand corner when finished.

If a work order needs to be updated, such as to update the status, this can be done by going to Acquisitions > Post-Receiving Processing > Receiving Department Items. Find the title you are looking for and then click the row action tool on the right and select Edit.

Click on the Status drop down and choose the appropriate status from the list. Be sure to save your changes when you’re done.

Let’s find our item in the list and click on the row action tool on the far righthand side, and select Edit Inventory Item. We want to review the item data for quality control and ensure that the barcode is correct. Keep in mind that you created a material type of “bound issue” when the items were bound. This new material type may need an item policy assigned to it in fulfillment.

When we’re done we’ll click Save.

Lastly, to send our newly bound item to the shelf we need to go to Fulfillment > Resource requests > Scan in items. Toggle the Done radio button to Yes. You can scan in the item’s barcode, enter it manually - which is what we’re going to do, or search for the item by clicking on the list icon. After the item populates click on the title, and then click “OK” in the “Scan item barcode” line. Once the page loads, the item will be listed below.

Click Exit when done. The item is now in transit to the shelf.

Now you know how to bind an item in Alma using a work order, thanks for watching!
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