Personal copies loaned by instructors created as brief item records
Issues in Alma:
· Since items are created in the reading list and put right into the location they circulate in, there is no temporary move to trigger them to go to the Pick From Shelf list at the course end.
· Items will show up in the library searches if not deleted at the end of the course when they are returned to the instructor. But since they are often used over and over, having to delete and reenter each time they are used can be time consuming for staff.
Solution: 
· Configure and check “course restricted” so materials will only appear when the course is active.
· Create an “inactive” location as the permanent location for personal copies and then set up a temporary move into the reserve location.

Below are guidelines for advance configuration and then actual workflow to put items on reserve.
Configuration
Configuring for “course restricted”: 
If you want to create your personal instructor copies so they are only viewable when the course is active.
· Go to Resource Management Configuration  Other Settings
· Click “customize” for the course_restricted_field. And enter 999$$a in the parameter value field. SAVE.
· This will make the “course restricted” option show up when you Add Brief record in a reading list.
IMPORTANT: At the end of the course, the item will either be suppressed or deleted according to the course_restricted_bib_data_will_be_deleted field in the same area of configuration. When set to “true,” the records will be DELETED. When set to “false,” they will only be suppressed. 

[bookmark: _GoBack]Note: Because we are a consortium, we also need to add a $9LOCAL to that 999 record. There is no way to do this through configuration. We are looking into the possibility of creating a job to run daily and update all the CR_RESTRICTED records.
Creating a Location for Inactive Personal Copies
Create a special location for personal copies that they can reside in when not on reserve and have been sent back to the instructor. 
Fulfillment Configuration Menu  Physical Locations (You must set the “You are configuring:” to the library level.)
[image: ]
Add the location to the Course Reserves Fulfillment Unit and set up a non-loanable rule.
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Workflow
Adding Personal Copies when you want them to show up on pick from shelf/move list at end of course
If you want personal copies to show up on the “Pickup from shelf” list when the course is over so you can send them back to the instructor, you will have to set them up in a permanent location and then “move” them to a temporary location in order for the due back date to trigger this move. The home location for the reserves should be a non-circulating location as it will be used to keep inactive items that have been sent back to the instructor. If you set them up NOT to be deleted at the end of the class, this is a way you won’t have to create the item again the next time the item is used. 
Note: You’ll probably want to periodically purge ones that haven’t been checked out in a long time.
Course Reserves  Reading Lists
· Click on Actions button next to the reading list you want to add items to and click “work on.”
· Click on Add Brief.
· Default is Physical Book – you can leave that alone and click “Choose” 
· !!!Placement of new record: check INSTITUTION -- NEVER select Network!!!!!
Resource Information:
· Title: book title
· Author: book author
· Edition: book edition
· Call Number: use current call number structure for your intuition
· Note: return instructions if applicable, i.e. “return” or “pickup”
· Check Course restricted 
· Suppress from Discovery should NOT be checked.
Item Information:
· Library: Select appropriate library.
· Location: Select “Inactive”
· Public Note: Use this if the instructor wanted information about the item for students to see.
· Barcode: SCAN IN LAST because that will save the record or type in the barcode and click ‘save’
You should see the item in the reading list. Click on “Items” and then on Actions next to the item record. Select Edit.
Set up temporary move under Temporary Location Information:
· Item is in temporary location: Check YES
· Temporary library: Select appropriate library
· Temporary location: Select appropriate checkout period, e.g. 2hourres
· Due back date: Set to same as the course end. This will NOT be prefilled. You must input this!
· Save
· Back
In the reading list, you should see Availability of temporary and permanent location. Click on Save. Make sure the Status says “complete”—otherwise go back into the reading list and change the status and save.

image1.png
CAL PoLy m 3 £ Tasks  Analytics ~ Currently at: Robert E. Kennedy Library - Help  Olson, Cathe

Edit Physical Location Cancel

Youare configuring: Robert €. Kennedy Library

Physical Location Details /
Location Code *Inactive /

Location Name * Inactive/suppressed personal reserves External Location Name | Inactive/suppressed personal reserves
Location Type* Closed - Remote Storage

Fulfillment Unit  Course Reserves Map

= Physical Location Circulation Desks List

Find : in: Name

tach New ircution Dok counns ~ [

1 DEFAULT_CIR... Main Library Circulation Desk

Remove

S e - Assigned a circ desk in case we need to
services™ & Check In override and check items out, though
@ Check Out theoretically they have been returned to
@ Reshelve

instructor.

Attach Existing Circulation Desk

Holdings Configurations

Accession Placement |None - Call Number Type

Suppress from Discovery [J

cancel 120




image2.png
Lo
(o Alma.- @ J= Tasks  Analytics Currently at: Robert E. Kennedy Library -

Edit Fulfiliment Unit

Youare configuring: Cal Poly University San Luis Obispo

Name Course Reserves Code Reserves
Fulfiliment Unit Details Fulfiliment Unit Locations Fulfiliment Unit Rules
Rule Type |Loan A
Filter | All &

| Add Rute |

Description

Inactive Reserves Personal copies that have  Cannot Borrow
been returned to the Reserves
instructor

2 S ~ | NoReserves Checkout For Users Cannot Check Out ~ Cannot Borrow
Reserves Reserves

3 S ~ | 1DayResenes 1 Day Reserves 1 Day Reserves

PR | S ~ | 2DayResenes 2 Day Reserves 2 Day Reserves

5 o S ~ | 2HourReserves 2 Hour Reserves 2 Hour Reserve

6 o S ~ | 1HourReserves - 1 Hour Reserves

7T S v | 2Hour/Overight Reserves 2 Hour/Overnight Reserves 2 Hour/Overnight

Reserves
8 o S ~ | 4HourReserves 4 Hour Reserves 4 Hour Reserves
9 S Permanent Reserves 2 Hour ~ Permanent Reserves 2 Hour 2 Hour Reserve
Add Rule

Olson, Cathe

Olson, Cathe

Olson, Cathe
Olson, Cathe
Olson, Cathe
Olson, Cathe
Olson, Cathe

Olson, Cathe
Olson, Cathe

Help  Olson, Cathe

Cancel B

Columns ¥ Tools

02/20/2017

02/20/2017

02/20/2017
02/20/2017
02/20/2017
02/20/2017
02/20/2017

02/20/2017
02/20/2017

Actions

Actions

Actions
Actions
Actions
Actions

Actions

Actions

Actions

Tools




