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Borrowing Requests

Click Fulfillment > 
Borrowing Requests

Books – via on-line form

You can also check 
Tasks > New - with 
no partner
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1. All new borrowing requests are 
under “Unassigned” tab in Request 
Status: “Created borrowing request”. 
Make sure the activity status is “Active”

2. You can filter 
the list using the 
facets 

3. Click “View Local Resources” to 
search for the request  in the 
Technion inventory. 
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Select EDIT to show 
and edit the full 
details of the request
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1. Add ISBN from 
ULI/OCLC

2. In System Control 
Number field add 
System number from 
partner
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1. Requested Format: Physical
2. Fund: Check Maximum Fee and Request Note:
If Technion budget - enter it to Fund field
If Mosad budget:
a. Enter ILL budget to Fund Field
b. Copy Mosad budget to Notes tab (see next slide)
c. Copy all Request Notes to Notes tab 
3. Make sure all notes in Request Note are 
relevant to the partner. Modify as needed.
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1. Click Notes tab

2. Click Add Note
and add all 
required notes

3. The notes will be 
available in the 
table

Copy Mosad budget to Notes tab (MO xxxxxx): 
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1. Click “Add Partners” to 
choose one partner from 
the list 

2. Choose partner and 
click “Select”

Check ULI/ULS for possible partners and then, in General Information tab:
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If order is from Mosad fund, you will need the order number in SAP (715…).
Add the order number in Maximum Fee field (replace budget number), and in 
Notes tab (SAP xxxxxxx)
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Click “Send”. An email is sent to the 
partner. When partner responses you 
need to update Alma.
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Click Add > From External 
Resource

Books – via email (create new request)
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1. Search for the 
item in ULI

2. Select the title 
requested

3. Click 
“Select”
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2. Click 
Save1. Complete the fields:  

Requester, Requested Format 
(Physical), Pickup Location, 
Fund, Willing to Pay
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The item will be saved in 
Resource Sharing Borrowing 
Requests. Continue as in 
“Books – via on line form”
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The following actions are available:
- Cancel – to cancel the request
- Duplicate – to duplicate the request
- Send – to send the request to the partner
- Send query to patron – to send an email to the patron regarding the request
- Receive – to receive the request when item arrives
- Edit shipping cost
- Reject – to reject the request if partner cannot fulfill it. You can try a different partner
- Locate resource – to locate item in our inventory
- Recalculate rota assignment – to find the next predefined list of partners (not in use)
- Reassign – to reassign the task to a specific RS user.

Actions on the request
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Replies

Book is not available in Israel

Click “Send Query to patron”
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1. Select the query from the 
list

3. Click Send 
Email
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1. Select the borrowing 
request.

2. Click “Change Status” > 
“Pending Approval”

When patron replies, continue per his reply (cancel/change partner etc.)

3. Unselect the 
borrowing request.



Technion
Libraries

Elyachar
Central Library

Cancelled by Patron
1. Click Menu > 
“Cancel”

2. Choose reason from 
dropdown menu

3. Do not 
mark “Notify 
User”

4. Click 
“Confirm”

The request cancellation is sent to the partner
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Status changes: “Canceled by 
staff”
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Item is available in the Technion

Click “Send Query to patron”
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Select the query from the list

Click Send 
Email

Copy parmalink from EDS

After sending the email you need to cancel the request
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Reject by Partner – Select a different partner Click “Edit”

Click “Add Partners” and 
select a new partner
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Now you need to update Alma that the 
first partner rejected the request.

Click Menu > 
“Reject”
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1. Select reject 
reason. 

2. Do not notify 
user

3. Click “OK”

Partner changes to the 
new partner. Click  Send
to send the request
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Will Supply

Click “Send Query to patron”
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Change status to: 
“Will Supply”

1. Select “Book is on loan”

2. Add note: Due back on…

3. Click Send Email
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General Message to Patron

Click “Send Query to patron”

Select “More Information 
needed” or “Regarding your 
request”
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Add note as needed

3. Click Send Email
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General Message to Partner

Click Menu > “General 
Message”

Write message and 
click “Send”
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Receiving Books

Search for the 
request by External 
Request ID or by the 
facets on the left 
(“Request sent to 
partner” > 
“Physical”)
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Click Menu > “Receive”
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Received Format: Physical
Fulfillment note: If there is a note, add it. e.g.: Non-
renewable, Damaged
Shipping Cost: fills in automatically. check price
Fund: If paid from a fund-make sure it was entered
Patron Receive Cost: Handling cost (usually 13 ILS)
Temporary barcode: Enter ILL-scan item’s barcode

Automatically print slip: Yes
Automatically notify patron: RS – uncheck
MED - check
Due Date: If item is limited to less than 8 
weeks, fill in Due Date

RS – uncheck
MED - check
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More than One Volume

1. Select 
Multiple 
Items

2. Enter ILL-Scan 
the first volume 
barcode and 
click OK

3. List of barcodes 
will appear in the 
table
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RS: Go to email and print transit slip.
Place in the book.
Send book to destination in green sack.

MED: Go to email and print slip
Place in the book.
Put the book on the hold shelf
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Go to Fulfillment>Manage 
Patron Services

Enter patron name/id and click 
Go
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Click Pay

Select All fines or 
Specific fines>Add 
Comment: Budget # 
or SAP #

Click Send

Click Confirm in the next dialog box
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Returning Books to Partners

When items arrive in green sack – scan in item.

Enter ILL-Scan 
item barcode

Alma displays 
the item’s 
destination.

Go to email and print arrival slip
Place in the book.
Send the book

Automatically 
print slip: Yes
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Renewals

Search for the 
borrowing request 
and click on the 
barcode

Click Loan to check due date 
in fulfillment 
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If near due date:

Go back and click 
Menu > Request 
Renew

Enter the 
requested due 
date (maximum 
additional 8 
weeks)

Click 
OK
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Status changes to 
Renew Requested

If Partner approves the renewal:

Select Menu > Renew
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Enter the new due date 
(a week prior the 
approved due date)

Click 
OK

Status changes to 
Renewed by partner
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Recalls
Select Recall

Click OK

Do not enter 
due date
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Overdues letters are sent via Fulfillment when the due date is nearing and has 
passed. 

Overdues
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Articles – via on-line form

Click Fulfillment > 
Borrowing Requests

You can also check 
Tasks > New - with 
no partner
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Select EDIT to show 
and edit the full 
details of the request
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Add any missing information. Required information:
Article/Chapter Title
Journal Title
Author
ISSN
System Control Number
Publication Date
Pages (or Chapter)
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1. Requested Format: Digital
2. Delivery Location: Alternative Address – Check 

email address. You can send to library if 
requested.

3. Fund: Check Maximum Fee and Request Note:
If Technion budget - enter it to Fund field
If Mosad budget:
a. Enter ILL budget to Fund Field
b. Copy Mosad budget to Notes tab (see next slide)
c. Copy all Request Notes to Notes tab
4. Make sure all notes in Request Note are 
relevant to the partner. Modify as needed.

1

2

3
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1. Click Notes tab

2. Click Add Note
and add all 
required notes

3. The notes will be 
available in the 
table

Copy Mosad budget to Notes tab (MO xxxxxx): 
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Click “Add Partners” to 
choose one partner from 
the list 

Choose partner and click 
“Select”

Check ULI/ULS for possible partners and then:

Send the request
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If order is from Mosad fund, you will need the order number in SAP (715…).
Add the order number in Maximum Fee field (replace budget number), and in 
Notes tab (SAP xxxxxxx)
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Click Add > From External 
Resource

Article – via email (create new request)
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1. Search for the journal 
in profile ULI

2. Select the 
journal requested

3. Click 
“Select”
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Requester, Requested Format 
(Digital), Delivery Location, 
Fund, Willing to Pay.
Click Save
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The item will be saved in 
Resource Sharing Borrowing 
Requests. Continue as in 
“Articles – via on line form”
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Receiving Scans

Forward email to patron. Make necessary changes in text if required.

Search for the request by 
External Request ID or by 
the facets on the left 
(“Request sent to partner” 
> “Digital”)
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Click Menu > 
Receive

Shipping Cost: fills in automatically. check price
Patron receive Cost: Handling cost (usually 5 ILS)
Uncheck Complete the request

Automatically print slip: No
Automatically notify patron: uncheck
Click Go
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Go to Fulfillment>Manage 
Patron Services

Enter patron name/id and click 
Go
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Click Pay

Select All fines or 
Specific fines>Add 
Comment: Budget # 
or SAP #
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Complete Requests

When all information is entered (including SAP#) you can close the request

Select the request

Change the request status 
to “Request Completed”
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Checking Requests

If a patron calls or emails to check about his/her request:

In Borrowing Requests 
select Activity Status: All
Search for the requester by 
his name or ID
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