
Fulfillment Units 

Description: 
A fulfillment unit is a group of locations that are requested and circulate similarly.   Fulfillment 
unit rules can be used to apply Terms of Use (TOUs) to subsets of materials based on location, 
material type, item policy, process type, and users.  
*Note: Fulfillment Units, TOUs, and Item Policies should usually be made at the institution level, 
rather than the library level, for simplicity and to ensure a clean order of operations. 
 
 
Exlibris Knowledge Center Website 
Ex Libris LibGuide: Fulfillment Units Video 
 

 

https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/030Fulfillment/080Configuring_Fulfillment/050Physical_Fulfillment
http://exl-edu.com/01_Alma/Alma_Administration_Certification_New_UI/Fulfillment/Fulfillment_Units/


 

Parts of a Fulfillment Unit: 

 



Fulfillment Unit Details 
The options on this screen set your default requesting policy for the unit - or how items can be 
put on a holdshelf.  The unit name should be an obvious indicator of the purpose or behavior of 
the unit.  The description field is optional but can be useful for making clear the intentions of the 
unit and its settings.  The Alliance does not have a Fulfillment Network so the dropdown list for 
Use Rules from Network Fulfillment Unit is unpopulated and not used in our consortium 
 
Your On shelf request policy defines the way in which an item can (or cannot) be requested 
when it is on the shelf.  Choose from the following options for the default behavior of requesting.  
You can use fulfillment unit request rules to handle exceptions. 

●​ Request for pickup anywhere regardless of availability – All pickup locations that are 
allowed according to the Pickup Locations policy are available, regardless of whether the 
item is on the shelf. 

●​ Request for pickup in different library only – Removes the owning library from the list 
of available library pickup locations. 

●​ Request for pickup in different campus only – Removes the owning campus from the 
list of available campus pickup locations. 

●​ No requesting from available holdings – If an item from the holdings is available, all 
items from that holdings may not be requested for pickup at any pickup location. All 
items from other holdings are not impacted. 

●​ No requesting – If an item attached to this rule is available, it may not be requested for 
pickup at any pickup location. 

 

 



Fulfillment Unit Locations 
This screen contains the list of physical locations at your institution that are governed by the 
fulfillment unit’s settings and rules.  
 
*Note: Locations themselves can not be edited from this screen, only added or removed from 
the fulfillment unit.  To edit a physical location, from the configuration menu choose the library 
the location belongs to in the Configuring dropdown menu, then find the location in your 
Physical Locations list. 
 

 

 

Fulfillment Unit Rules 
This is the meatiest section of the fulfilment unit.  The rules created here indicate how materials 
in the unit are circulated, requested, or booked. The rules are applied hierarchically, with the 
default (or most common) behavior at the base, and all of the exceptions to that default rule 
piled on top - with the most specific rules at the very top. 
 
A great example for loan rules would look like this in text form: 



 

 

 
●​ Faculty can’t borrow the thing - we are 

prioritizing students (parameter User 
Group) 

●​ If the thing is on display, no one can 
borrow it (parameter Location) 

●​ Students at the north campus can 
only borrow the thing for 3 weeks 
because of shipping time (parameter 
Patron Affiliated Campus) 

●​ Default - Everyone can borrow the 
thing for 5 weeks 

 

 
 

Examine the order of the rules.  They will be applied by Alma from the top down, and Alma will 
stop searching down the list once a match is found. 
*Pro-Tip: To confirm that your rules are operating as intended, use the Fulfillment 
Configuration Utility found in the production Fulfillment Menu to test your user group and item 
combination.  The utility will indicate which rule is being applied for loans, requesting and 
booking, and display the details of the associated TOU. 
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