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Introduc�on 
 
Whether it’s from staff workflow errors, delivery problems, so�ware bugs, or other issues, your library likely has 
items with an "In Transit" status that are not actually in transit. The workflow below is to �dy your own library’s 
“in transit” materials. 
 
In the Resource Request Monitoring list, there are two different facets where these materials can be found. 
Note: When doing clean-up workflows of items with an “In Transit” status, it’s recommended that you begin 
with the “Transit for Reshelving” facet. This will simplify the clean-up process for the “Transit Item” facet.  
 

1. The Request/Process Type facet of Transit for Reshelving. 
a. This only includes your items being returned to your shelves. 
b. This is a subset of the “Transit Item” Workflow Step facet men�oned below. 

2. The Workflow Step facet of Transit Item. (Note that this is a “Workflow Step” facet, not a “Workflow 
Step Status” facet.) 

a. This includes your items being returned to your shelves, as well as your items that are going out 
to a different loca�on. 
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“Transit for Reshelving” Request/Process Type Facet 
 
Basic Steps: 

• Select “Monitor Requests & Item Processes” from the Fulfillment menu in Alma. 
• Clear any facets you’ve already selected. 
• Select the following facets: 

o Owner: your library 
o Request/Process Type: Transit For Reshelving 
o Request Date: Up to a month ago or Older (follow the process with each facet separately, 

since they can’t both be applied at one �me) 
• Proceed based on the “Managed by” field (either “Managed by Department” or “Managed by 

Library”). 
o If it’s Cataloging or TECHSER Acquisi�ons Department:  

 Check your shelves.  
• If you find it, scan it in at your Circula�on Desk.  
• If you don’t find it, mark it as Missing. 

o If it’s another UIUC workflow department: 
 Check your shelves.  

• If you find it, scan the item in at the appropriate workflow department. (You 
may need to email the department to ask them to do it for you.) 

o A�er that, scan it in at your Circula�on Desk.  
• If you don’t find it, mark it as Missing. 

o If it’s a UIUC departmental library: 
 Check your shelves.  

• If you find it, scan it in at your Circula�on Desk.  
• If you don’t find it, ask the departmental library to do a shelf check. 

o If they find it, have them send it back to you, and then scan it in at 
your Circula�on Desk. 

o If they don’t find it, mark it as Missing. 
o If it’s an I-Share ins�tu�on: 

 Check your shelves.  
• If you find it, scan it in at your Circula�on Desk.  
• If you don’t find it, contact Central Circula�on (circlib@library.illinois.edu) 

and ask them to contact the I-Share ins�tu�on to request a shelf check. 
Include the Request ID and the item’s �tle, author, call number, and barcode 
in your email. 

o If the I-Share Library finds it, they will scan it and send it back to 
your library.  

o If they don’t find it, Central Circula�on will be in contact with the 
next steps.  

o If there isn’t a “Managed by” field: 
 Check the Creator field to determine which department or library the request is 

managed by, and then choose the appropriate sec�on above. 
• Once you’ve cleaned up the list for one Request Date facet (either “Up to a month ago” or “Older”), 

remove that facet and select the other one. Finish cleaning up the list for that facet, using the 
direc�ons above. 
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Detailed Workflow: 
 
1. In the Fulfillment menu in Alma, under “Resource Requests”, select “Monitor Requests & Item Processes”. 
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2. This will take you to the Resource Request Monitoring screen.  

 
 
Note: If you have any facets already selected, click the “Clear all” link near the top of the list to clear them. 
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3. In the Facets sidebar on the le� side, scroll down to the “Owner” facets and select your departmental library. 
This will update the list to only include your items. 
Note: Whenever you’re selec�ng a facet, you may need to expand the list by clicking “+ More” at the botom 
of the sec�on. 
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4. In the Facets sidebar, scroll to the “Request/Process Type” facets and select “Transit For Reshelving”. There 
are other facets that include similar terms, so check that you’re using the correct one. 
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5. There are no op�ons for sor�ng the list in a specific order, but you can filter it with the “Request Date” 
facets. The Request Date should be long enough ago that it’s unlikely that the item is actually in transit.  

a. The Request Date facets of “Up to a month ago” (which means older than one week ago but no 
more than one month ago) and “Older” (which means older than a month ago) are recommended. 

b. You can only select one Request Date facet at a �me, so you may need to do this process with one 
Request Date facet and then repeat it with the other one if there are requests in both. 

 
 
6. Check the “Managed By” field for each request to see what to do with it next. (This may say “Managed by 

Department” or “Managed by Library”.) 
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a. If it’s Cataloging or TECHSER Acquisi�ons Department:  
i. Look for the item on your own shelves.  

1. If it is found, scan the item in at your Circula�on Desk. 
2. If it isn’t found, update the item's status to Missing by selec�ng the “Mark as 

Missing” op�on for the request. This will also cancel the request. 
Note: You may need to use the “…” (More Ac�ons) buton to get the “Mark as 
Missing” op�on. 

 
 

b. If it’s another UIUC workflow department (such as Preserva�on or Digi�za�on): 
i. Look for the item on your own shelves.  

1. If it is found, scan the item in at the appropriate workflow department. 
a. If you can’t do this yourself, email the item’s barcode to that workflow 

department and ask them to “scan it in” for you (that is, enter the barcode 
in the “Scan In Items” screen). 

b.  Once it’s been “scanned in” at the workflow department, scan the item in at 
your Circula�on Desk. 

2. If it isn’t found, update the item's status to Missing by selec�ng the “Mark as 
Missing” op�on for the request. This will also cancel the request. 
Note: You may need to use the “…” (More Ac�ons) buton to get the “Mark as 
Missing” op�on. 
 

c. If it’s a UIUC departmental library: 
i. Look for the item on your own shelves. 

1. If it is found, scan the item in at your Circula�on Desk. 
2. If it isn’t found on your shelves, ask the other departmental library to do a shelf 

check. Include the item’s �tle, author, call number, and barcode. 
a. If it is found there, have them route it to you so you can scan the item in at 

your Circula�on Desk. 
b. If it isn’t found, update the item's status to Missing by selec�ng the “Mark as 

Missing” op�on for the request. This will also cancel the request. 
Note: You may need to use the “…” (More Ac�ons) buton to get the “Mark 
as Missing” op�on. 
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d. If it’s an I-Share ins�tu�on: 
i. Look for the item on your own shelves. 

1. If it is found, scan the item in at your Circula�on Desk. 
2. If the item isn’t found on your own shelves, contact Central Circula�on at 

circlib@library.illinois.edu and ask them to contact the other I-Share library to 
request a shelf check. In your email, please include the Request ID (listed as “ID” in 
the request in Alma), along with the item’s �tle, author, call number, and barcode.  

 

 
 

a. If it is found at that I-Share ins�tu�on, it will be routed back to you so you 
can scan it in at your Circula�on Desk. 

b. If it isn’t found there, Central Circula�on will be in contact with the next 
steps.  
 

e. If it doesn’t have a “Managed By” field: 
i. This is rare. If it does happen, check the Creator field to determine which department or 

library the request is managed by, and then choose the appropriate sec�on above. 
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7. Once you’re done with all the items in the list, remove the “Request Date” facet you selected by clicking the 
circled “x” next to it at the top of the list. 

 
 
8. Check the “Request Date” facets and see if there are any requests in the facet that you haven’t done yet 

(either “Older” or “Up to a month ago”). If so, select that facet. Then go back to step 6 and repeat the 
process to clean up that facet. 
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“Transit Item” Workflow Step Facet 
 
Basic Steps: 

• Select “Monitor Requests & Item Processes” from the Fulfillment menu in Alma. 
• Clear any facets you’ve already selected. 
• Select the following facets: 

o Owner: your library 
o Workflow Step: Transit Item 
o Request Date: Older 

• If you’ve already cleaned up the list of requests in “Transit For Reshelving” facet discussed above, 
then select the following facet as well: 

o Request/Process Type: Patron physical item request  
• For each request, determine if it’s from a local or I-Share patron. 
• For requests by local patrons: 

o Check your shelves for the item. 
 If you find it, determine if the patron may s�ll want the item. If you think they do, 

contact them from your library’s shared email account to find out. If not, skip to “If 
the patron doesn’t want the item…” 

• If the patron says that they want the item, process it to be put on hold for 
them. 

o If the request’s expira�on date is any �me prior to two weeks from 
today, use “Update Expiry” to update it to two weeks from now. 

o Scan in the item at your Circula�on Desk to print a Hold Slip or 
Rou�ng Slip. Put the slip in the item and send it to the appropriate 
Hold Shelf. 

• If the patron doesn’t want the item, cancel the request from the Resource 
Request Monitoring list, and then scan the item in at your Circula�on Desk. 

o To cancel the request, select the “Cancel” op�on on the right side of 
the request. (You may need to use the “…” buton to get that 
op�on.) 
 Pick an appropriate reason from the drop-down menu. 
 Make sure the “No�fy user” checkbox is not checked. 

 If you don’t find it, mark the item as Missing from the Resource Request Monitoring 
List. This will also cancel the request. 

• Select the “Mark as Missing” op�on on the right side of the request. (You 
may need to use the “…” buton to get that op�on.) 

• For requests by I-Share patrons: 
o Check your shelves for the item. 

 If you find it, cancel the request from the Resource Request Monitoring list, and then 
scan the item in at your Circula�on Desk. 

• To cancel the request, select the “Cancel” op�on on the right side of the 
request. (You may need to use the “…” buton to get that op�on.) 

o Pick an appropriate reason from the drop-down menu. 
o Make sure the “No�fy user” checkbox is not checked. 

 If you don’t find the item, contact Central Circula�on (circlib@library.illinois.edu) 
and ask them to contact the I-Share ins�tu�on to request a shelf check. Include the 
Request ID and the item’s �tle, author, call number, and barcode in your email. 
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• If they find the item, the patron’s request will be cancelled, and the item will 
be sent back to you so you can scan it in at your Circula�on Desk. 

• If they don’t find it, Central Circula�on will follow up with the next steps. 
 
 
Detailed Workflow: 
 
1. In the Fulfillment menu in Alma, under “Resource Requests”, select “Monitor Requests & Item Processes”. 

 
 
2. This will take you to the Resource Request Monitoring screen. 

Note: If you have any facets already selected, click the “Clear all” link near the top of the list to clear them. 
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3. In the Facets sidebar on the le� side, scroll down to the “Owner” facets and select your departmental library. 
This will update the list to only include your items. 
Note: Whenever you’re selec�ng a facet, you may need to expand the list by clicking “+ More” at the botom 
of the sec�on. 
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4. In the Facets sidebar, scroll to the “Workflow Step” facets and select “Transit Item”. 
Note: This is not the same as the “Workflow Step Status” facet. 

 
 
5. There are no op�ons for sor�ng the list in a specific order, but you can filter it with the “Request Date” 

facets. The Request Date should be long enough ago that it’s unlikely that the item is actually in transit. 
a. The Request Date facet of “Older” (which means older than a month ago) is recommended. 
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6. If you have already finished cleaning up the “Transit For Reshelving” facet, you can apply a secondary filter to 
limit the list of results within this facet:  

a. In the “Request/Process Type” facets, select “Patron physical item request”. 

 
 

b. This limits the list to your items that are that are outgoing for pick-up at another loca�on or 
ins�tu�on, or that are involved in a workflow process at your ins�tu�on (such as Acquisi�ons). 
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7. For each request, determine if it’s from a local or I-Share patron. 
Note: If the request says “Fulfillment Network Ins�tu�on Code” or “Fulfillment Network Borrowing ID”, it’s 
from an I-Share patron. 
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a. Requests by local patrons 
i. Look for the item on your own shelves.  

1. If it is found, determine if it’s a request where the patron may s�ll wish to have the 
item (such as an Acquisi�ons hold). 

a. If you think the patron may s�ll want it, contact them from your library’s 
shared email account to ask. 

i. If they s�ll want it, process the item to be put on hold for them. 
1. If the request’s expira�on date is in the past (or less than 

two weeks in the future), change it by clicking the “…” 
(More Ac�ons) buton on the request, selec�ng “Update 
Expiry”, and clicking the date on the calendar that’s two 
weeks a�er today. If the expira�on date is already at least 
two weeks from now, con�nue. 

 
 

2. Scan in the item at your Circula�on Desk to prepare the hold 
for the patron.  

3. This will print a Hold Slip or Rou�ng Slip, depending on the 
pick-up loca�on. Put the slip in the item and send the item 
to the appropriate loca�on. 
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b. If you think (or know) that the patron no longer wants the item, cancel the 
request from the Resource Request Monitoring list, and then scan in the 
item. 

i. Click the “Cancel” buton near the right side of the request. You may 
need to use the “…” (More Ac�ons) buton to get that op�on. 

 
 

ii. The “Confirm Request Cancella�on” window will pop up. 
1. Select a cancella�on reason that makes sense for the 

situa�on. 
2. Make sure that the “No�fy user” checkbox is not checked. 

We don’t want to email the patron about these old 
requests. 

3. Click the “Confirm” buton. Alma will confirm that the 
request is canceled. 

 
 

iii. Scan in the item at your Circula�on Desk. 
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2. If the item is not found on your shelves, mark the item as “Missing” from the 
Resource Request Monitoring List. This will also cancel the request. 

a. Select the “Mark as Missing” op�on for the request. You may need to use 
the “…” (More Ac�ons) buton to get that op�on. 

 
 

b. A confirma�on message will ask if you’re sure you want to mark the item 
associated with the request as missing. Click “Confirm”.  
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b. Requests by I-Share patrons 
i. Look for the item on your own shelves.  

1. If it is found on your shelves, cancel the request from the Resource Request 
Monitoring list, and then scan in the item.  

a. Click the “Cancel” buton near the right side of the request. You may need to 
use the “…” (More Ac�ons) buton to get that op�on. 

 
 

b. The “Confirm Request Cancella�on” window will pop up. 
i. Select a cancella�on reason that makes sense for the situa�on. 

ii. Make sure that the “No�fy user” checkbox is not checked. We don’t 
want to email the patron about these old requests. 

iii. Click the “Confirm” buton. Alma will confirm that the request is 
canceled. 

 
 

c. Scan in the item at your Circula�on Desk. 
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2. If the item is not found on your shelves, contact Central Circula�on at 
circlib@library.illinois.edu and ask them to ask the circula�on staff at the I-Share 
pick-up loca�on for a shelf check. In your email to Central Circula�on, please include 
the Request ID (listed as “ID” in the request in Alma), along with the item’s �tle, 
author, call number, and barcode. 

a. If the item is found at the I-Share ins�tu�on, Central Circula�on will have 
the request cancelled and the item returned to you so you can scan it in at 
your Circula�on Desk. 

b. If the item is not found at the I-Share ins�tu�on, Central Circula�on will let 
you know what the next steps are. 
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