
Public Services Team Meeting 

February 20, 2020 

Present: Patty Barber, Marilyn Dueno, Mechele Romanchock, Natalie Skwarek, David Snyder 

Fulfillment training 

- Fulfillment training will take place on April 22nd at Genesee Community College 

- Configuration will be the focus 

- Mechele and Marilyn will attend and report back 

ALMA / Primo review – for staff and students 

- Dave will send students a ‘weekly tip’ email that will urge students to collect ideas for 

ALMA / Primo review – ideas will be written on the white board in the sign-in area 

behind the front desk 

- Collected questions will be used as the basis for training 

- Staff will receive training first and use that to inform students 

AU Morgan printing 

- If a patron reports difficulty printing from one of the desktop computers at Herrick or 

Scholes, student workers / staff should check to see if ‘Morgan’ is an option 

- If it isn’t, the patron probably opted out when PrintSmart was loading, disconnecting the 

AU Morgan printer 

- Have them log off the computer, log back in, and let the PrintSmart program load 

- Once loaded, they should be able to print 

Gift process 

- The University Libraries’ gift process is now complete 

- Getting patrons to sign both the short and long gift forms is ideal, but it is most important 

for them to review and sign the shorter policy form 

- From there, their gift and signed form goes to Linda for processing 

Workflows in development 

Holds 

- Technical Services should place a hold on an item coming from Collection Management 

- Once a material has reached the circulation desk, Public Services should scan it in 

- “Scanning in” indicates that an item has crossed over departments and prompts an email 

notification to be sent to the patron who made the hold request 



- Question to revisit: If an item has a hold when returned to the front desk, who prints out 

the hold slip? 

Scanning in 

- New items and items in transit need to be scanned in 

Resource sharing 

- Resource sharing items that have been scanned into ALMA are currently set to a 15 

minute notification delay 

- This short delay gives Patty and Amanda time to place items on the pick-up shelf for 

patrons 

ALMA declaring items “missing” 

- ALMA declares items “missing” when they are new or have reserve status but they have 

not been scanned in 

Reserves 

- In order to move library-owned reserve items back to the General Collection, click on the 

“Restore” feature in ALMA 

Overdue item 

- Dave and Marilyn are now in charge of overdues 

- To encourage recovery of materials, Dave and Marilyn follow up with patrons about the 

status of each item 

- To avoid charging patrons to much or too little for long overdue / lost materials, there is a 

new policy in place: 

o Patrons will still be charged a $25 processing fee, but rather than an additional 

standard $20 replacement fee, each item’s replacement cost will be based on its 

current value 

- Dave is now in charge of billing 

Lost items 

- To renew items that have been declared lost, click on the “Found it” feature in ALMA 

 

 


