
Digitization Requests in Alma and PrimoVE 

Submitting Digitization Requests 

Requesting from PrimoVE 
Here are the steps for patrons requesting digitizations from PrimoVE: 
 

1. Log into PrimoVE and find the title. 
2. Click on the ​Digitization ​link. 
3. Complete the form. 
4. Click ​Send Digitization Request​. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Requesting from Alma 
Here are the steps for requesting digitizations for patrons in Alma: 
 

1. Locate the title in Alma. 
2. Click on the ​…​ menu 
3. Select ​Request​.  

 

 
 



4. Choose “Patron Digitization Request” from the drop-down menu. 
5. Complete the request form. 
6. Click ​Submit​. 

 

 

Digitization Fulfillment Process 
Here is an overview of the process for filling digitization requests using the “Document delivery - attachment” 
method: 

1. Log into Alma and select the appropriate circulation or digitization department.  
2. Approve the request. (See Part 1 below.) 
3. Fill the request. (See Part 2 below.) 

Note​: New digitization request tasks will display in your Tasks widget. 

 

  



Part 1 - Approving the Digitization Request 

1. Go to the Fulfillment tab and click on Approval Requests List. 
2. From the … menu, select ​Work On​.  

 

3. Review the request, click ​Approve ​to fill the request.  

 

4. Select the approval reason and click ​Submit​.  

 

  



Part 2 - Digitization Request Fulfillment 

1. Go to the Fulfillment tab and click on ​Pick from shelf​.  
2. Check the “Select all” box and ​Print Slip​. 

 

3. Retrieve item from shelf. 
4. Go to the Fulfillment tab and select ​Scan in Items​. 
5. Scanning the item will change the destination to Digitization.  

 

6. Click on the ​Manage in Process Items​ button.  
7. From the ​… ​menu, select ​Next Step​. 

 



8. From the ​… ​menu, select ​Attach Documents​. 

9. Click ​Add Attachment​. 
10. Select the file and ​Add Attachment​. 
11. You may need to click the Refresh button to verify the file has been uploaded. 
12. Click ​Done ​to complete the request and send an attachment to the patron.  
13. Click on the ​Scan in Items​ button. 

 

14. The item will be returned to its owning location. 

 

15. The patron will receive the “Ful Digitization Notification Item Letter” with the file attached. 

 



Configuring Digitization in Alma 

Configure Department 
To configure your circulation department to handle digitization requests, go to the Configuration menu. Make 
sure you are working at the library-level. Go to the Fulfillment tab > Library Management > Circulation Desks.  
 

 
 
Go to the Edit menu for the circulation desk(s) and select the option “Supports Digitization” and Save.  
 

 
 
To set-up a separate digitization department, follow the instructions in the Ex Libris Knowledge Center at 
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/030Fulfill
ment/080Configuring_Fulfillment/070Digital_Fulfillment#Configuring_Digitization_Departments​.  

Configure Terms of Use 
Terms of Use and Policies will need to be modified to support digitization. These modifications will be made in 
Alma Configuration at the institution-level. Go to Fulfillment > Physical Fulfillment > Terms of Use and Policies. 
 
Filter the Terms of Use Type to “​Request​”. Find the TOUs that should be available for digitization, and go to 
the Edit menu. 

 

https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/030Fulfillment/080Configuring_Fulfillment/070Digital_Fulfillment#Configuring_Digitization_Departments
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/030Fulfillment/080Configuring_Fulfillment/070Digital_Fulfillment#Configuring_Digitization_Departments


 
Edit the Is Digitizeable policy type so that it reads “Is Digitizable”, click ​Next ​and then ​Save​.  
 

 

Configure Fulfillment 
Fulfillment Units will need to be modified to support digitization. These modifications will be made in Alma 
Configuration at the institution-level. Go to Fulfillment > Physical Fulfillment > Fulfillment Units. 
 
Open to the Edit menu for the unit(s) to make available for digitization. Go to the Fulfillment Unit Rules tab. In 
the Rule Type drop-down menu, select “​Request​”. Map fulfillment rules to the TOUs. 
 

 

  



Configure Electronic Document Delivery Rules 
In Alma Configuration, at the institution-level, go to the Fulfillment tab > Digital Fulfillment > Electronic 
Document Delivery Rules and set up rules.  
 

 
 
More about this step can be found in the Ex Libris Knowledge Center at 
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/030Fulfill
ment/080Configuring_Fulfillment/070Digital_Fulfillment#Configuring_Electronic_Document_Delivery_Rules  

Configure Document Delivery 
There are a few options on how to deliver digitizations to patrons. Below are the steps to send the document 
as an email attachment. 
 
In Alma Configuration, at the institution-level, go to the Fulfillment tab > Copyright Management > Digitization 
and Copyright Rules.  
 
Scroll down to the bottom and find the “Default Digitization Flow” rule and open the Edit menu. 
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In the “Select digitization target” menu, select “Document delivery - attachment” and save. 
 

 
 
More information about configuring digitization and copyright rules can be found in the Ex Libris Knowledge 
Center at 
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/030Fulfill
ment/080Configuring_Fulfillment/Copyright_Management#Configuring_Digitization_and_Copyright_Rules​.  

Other Configuration Options 

Patron Limits 
In Alma Configuration > Fulfillment > Patron Configurations > Patron Limits, you can limit the number of open 
digitization requests patrons can have at one time.  
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Request Form 
In Alma Configuration > Discovery > GetIt Configuration > Digitization Request, you can choose which fields to 
display to patrons. To disable a field, select No in the Display to Public column.  
 

 

Letters 
The “Ful Digitization Notification Item Letter” is the letter patrons will receive with their file attached.  
 

 



Additional Resources 
 
Configuring Digital Fulfillment 
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/030Fulfill
ment/080Configuring_Fulfillment/070Digital_Fulfillment  
 
Digitization Processing 
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/030Fulfill
ment/Resource_Requests/070Digitization_Processing  
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