How to Manage the Pick from
Shelf List

This workflow explains how to access and manage the Pick from Shelf list (also known as the Pick
List) in Ex Libris Alma.

The pick list identifies items currently requested for patron holds, course reserves, or resource
sharing requests within your library or across WRLC institutions.

Required Roles

To complete Fulfillment tasks outlined in this document, you must have one or more of the
following roles:

e Fulfillment Operator
e Circulation Desk Manager

1: Access the Pick List This is the primary interface for viewing items your library must retrieve
to fulfill local or consortial requests. It updates dynamically as requests are placed or fulfilled.

e Navigate to Fulfilment > Resource Requests> Pick From Shelf; the <Pick Up Requested
Resources> screen will open.
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2: Review and Organize the List Use facets on the left-hand side or the <Sort by> menu to
filter and organize results (e.g., by location, request type, or call number). Efficient sorting reduces
retrieval time, especially in multi-location libraries.
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Qualitative Diary Methods
Author: Radcliffe, Laura
ISBN: 9781071950517
Imprint: 2013

Reconfiguring Vietnam: Global Encounters, Translocal Lifeworlds
Author: Nguyen, Minh T. N
Imprint: 2013

The New Instruction Librarian: A Workbook for Trainers and Learners, Secon
Author: small, Benjes

ISBN: 9798892553254

Imprint: 2013

3: Print the Pick List or Individual Slips Printed slips contain location details, item barcodes,
and destination information needed to retrieve materials accurately and efficiently. There are three
ways to print or download the list for retrieval:

e <Print Slip Report>:
o Click <Print Slip Report> to generate an Excel or XML file of all items currently on

the pick list.
Facets «
Request Date v
Today (3)
Yesterday (2)
Up to a Week Ago (2)

1 -
weatgasny

Up to a Month Ago (8)

Request/Process Type

Patron physical itemre_. (4)

Booking request (7)

Mew Materials - Techni_. (8) 2
Acquisition technical ... (8)

Ship physically (2)

Location ~
AU Zines (4)

Pick Up Requested Resources (1-150f 15)

Select All Sortby:| Call Number-Asc ~

Sweatgasm: a sexy queer truth or dare game

Author: Archie Bongiovanni
ISBN: 9798886200690
Imprint: 2013

Qualitative Diary Methods
Author: Radcliffe, Laura

ISBN: 9781071950517
Imprint: 2013

e Sl Print Slip Report

Print Slip Cancel (Y 2

Cancel Request  Mark as Missing
Location: AU Zines
Requests: 1

Cancel Request  Mark as Missing
Location: Library Stacks
Requests: 1

o A pop-up window will appear; choose the desired format and click <Download> or

<Send>.
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e <Print Slip> (bulk):

o Select individual items using the check boxes beside each entry and click <Print

Slip>.
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Note: Print Slip Reports are more ideal for batch retrievals, while Print Slip can be more useful

better for ad hoc requests.

Consider maintaining printed lists until items are scanned into Alma to avoid losing track of

physical materials during pickup.

4: Locate and Retrieve Requested Items Use the printed slips or pick list report to locate items
on the shelves. Retrieve the materials and bring them to your workstation for processing. This step
physically fulfills pending Alma requests and updates internal status when items are later scanned

in.

5: Process Retrieved Items Once all items are collected, navigate to Fulfillment > Resource

Requests> Scan In Items
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e The Scan In Items screen opens. Enter or scan each item’s barcode in the <Scan item
barcode> field. Scanning items from the pick list both updates Alma to reflect that the
item has been found and generates internal routing slips for delivery or hold shelf
placement.

Scan In ltems

Scan in ltems Change Item Information
Automatically print slip Yes . Mo
External Identifier eg . Mo

Register in-house use

ftem from another institution

Work Order Type -
Scan item barcode * = | 0K 4——— Create ltem
Scan request D OK

Note: Scan In Items processing updates the item’s workflow status automatically. For example,
from Item in Place to Item in Transit or On Hold Shelf depending on request type and location.


https://alma-documentation-bookstack.azurewebsites.net/uploads/images/gallery/2025-10/9B3awf-008.png
https://alma-documentation-bookstack.azurewebsites.net/uploads/images/gallery/2025-10/FvRawf-009.png

6. Review Scanned Items and Destinations Destination slips guide routing and ensure the
correct final location (e.g., local hold shelf, resource sharing shipment, or digitization). As you scan
each barcode, a destination slip prints automatically.

e The lower part of the screen displays:
o Iltem details
o Destination library or department
o Current request type or status

Note: To avoid misdelivery or double transit, double-check destination details before routing-
especially when items are requested by other institutions

Frequently Asked Questions

e What if | don’t see <Pick From Shelf> in my Fulfillment menu?

o Your user role may lack Fulfillment Operator privileges. Contact your supervisor or
system administrator.

e What if a requested item is not on the shelf?

o Mark the item as Missing and report to cataloging or circulation management-
confirm the workflow with your library's Circulation Desk management staff. The
request will reroute automatically

e Can | sort the pick list by call number?
o Yes. Use the <Sort by> menu and choose “Call Number” for sequential pulling.
Should I reprint slips if | scan items directly without printing first?
o No, Alma automatically updates item status during scanning; printing is optional.
What if a hold slip prints for the wrong destination?
o Use <Change Destination>, available in the item’s row action menu ellipsis menu, to
correct routing.
How long do items remain on the pick list?
o Until scanned into <Scan In Items> or the request is canceled/expired.
What if multiple libraries share stacks?
o Filter the list by Location before printing or scanning to avoid retrieving items
belonging to other institutions.
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