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Introduction 
 
When scanning in returned items, it may be necessary to change the return date. For example, an item that was 
retrieved from a book drop after the library was closed for a break may have been returned at any time during 
that break, so the return date in Alma should be backdated to account for that. 
 
There are two options for changing the return date from the “Manage Return Items” screen: 

1. Set a return date before scanning in the items. This allows you to scan in multiple items that will all have 
the return date that you set. 

2. Change the return date after the item has been scanned in. Note that this option will send two return 
receipt emails to the patron—one with the return date of when it was actually scanned in, and one with 
the return date that you changed it to. 
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Setting the Return Date Before Scanning the Items 
 
Basic Steps: 

• Open the “Fulfillment” menu and select “Return Items”. 
• Click the calendar icon in the “Override return date and time” field. Select the date and time you want, 

and then click the checkmark button. 
• Scan each returned item in the “Scan item barcode” field. 
• Each return in this session will have the return date and time that you selected, unless you clear the 

“Override return date and time” field before scanning more items. 
 
 
Detailed Workflow: 
 
1. Use the “Fulfillment” menu to go to the “Return Items” screen, and then click the calendar icon in the 

“Override return date and time” field. 
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2. Select the date and time you want, and then click the checkmark button. 
Note: Alma uses a 24-hour clock, not a 12-hour clock. 
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3. This will override the return date for all items that you scan in during that session, unless you clear the 
“Override return date and time” field by clicking the “X” near the right side of that field. If you clear the field, 
then the items you scan after that will use the current date and time for the return date. 
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Changing the Return Date After Scanning the Items 
 
 
Basic Steps: 

• On the “Return Items” screen, after an item has been scanned in, click the “…” More Actions button for a 
drop-down menu. 

• Select “Change Return Date”. 
• Enter the date and time in the pop-up window, and then click the “Change Return Date” button. 

 
 
Detailed Workflow: 
 
1. If a returned item has already been scanned in, click the “...” More Actions button at the right side of the 

item’s entry in the list of returns, and then click “Change Return Date” in the drop-down menu. 
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2. Click the calendar icon to enter the new return date. 

 
 
3. Click the time field and type in the time. Then click the “Change Return Date” button. 
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4. A note should pop up to indicate that the return date was successfully changed. 

 
 
5. If you change the return date after the item was scanned in, the patron will get two return receipt emails. 

The first will have a return date of when the item was scanned in, and the second will have the changed 
return date. 
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