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Basic Steps: 

• Open the “Fulfillment” menu and select “Return Items”. 
• Scan each returned item in the “Scan item barcode” field. 
• If a note pops up that describes the condition of the item, click "Return" to continue. 
• If the item belongs to another library, print the transit slip when prompted and put it in the item. 
• If the item fulfills a hold or Work Order, print the slip when prompted and put it in the item. 

 
 
Detailed Workflow: 
 
1. Open the “Fulfillment” menu and select “Return Items”. 
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2. Scan each returned item in the “Scan item barcode” field. 

 
 
3. A condition note may pop up to indicate damage to the item that was noted before it was checked out. If it 

does, click “Return” to continue. 
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4. For each returned item, Alma will automatically credit the return to the correct corresponding patron record 
and email the patron a return receipt. 
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5. If the returned item belongs to another library, Alma will show a pop-up indicating this and will prompt you 
to print a transit slip to put in the item. 
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6. If the returned item fulfills a hold or has a Work Order on it, Alma will show a pop-up indicating this and will 
prompt you to print a slip to put in the item. 
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7. The list of returns includes details about the next step for each item. 
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8. The list of returns can be viewed in record view or table view.  

 
 

a. To switch between these options, use the “Switch” icon above the list of returns, near the right side 
of the page. 
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9. To change what information will be visible in the list of returns, use the “Customize” icon, which looks like a 
gear. 

 
 
10. To return to the main Alma dashboard when you’re finished checking in items, click the “Done” button in the 

upper right corner. 
Note: It is not necessary to click “Done” to send a notification email to the patron, the way it is when you’re 
in a patron’s account. On the “Return Items” screen, the email is sent as soon as the item is returned. 
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