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1.​ PURPOSE 
 
This work instruction describes how to find an item searching by its call number. 
 

 
2.​ PROCESSING STEPS 
 

1 

 
From the Alma search bar, click on All titles 
 

 
 
Select Physical titles from the drop down list and click on Advanced  
 

 
 

2 

 
Select Permanent call number type from the first drop down box, select Equals from 
second drop down box, and select Dewey Decimal classification from the third drop 
down box.  
 

 
 
Click on the + to the right of drop down boxes and select Permanent call number from 
the first drop down box. 
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Add call number to search box and click the search button. 
 

 
 
 

3 

 
Items will then display individually, as below: 
 

 
Click on items, for more details. 
 

 
 
To locate the item history, once in items, click on the barcode.  
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It will then default to the general information tab, click on History.  

 
 
Then choose Fulfillment activities. 
 

Finding Items Using Call Number Work Instruction.docx 
Prepared by: Karen Klein, Team Leader, Access Services 20150828 
Page 4 of 6 



 

 
 
 
 
 
 
 
 
 

APPENDICES (or ATTACHMENTS) 
 
1.​ (Name of appendix or attachment) 
2.​ (Name of appendix or attachment) 
 
 
 
Table of amendments 
 

Author Date Short description of amendment 

Karen 
Klein 

28/8/15 New for Alma 

Petrina 
smith 

10/11/17 Updated with screen shots for new Alma UI 

David 
Anderson 

30/8/22 Updated screen shots. Fixed typos.  
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