Cataloging and Working with Physical
Inventory
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Presenter
Presentation Notes
Starting the recording now.

Good morning and welcome to this session on Cataloging and Physical Inventory. This session will be recorded. For this reason, your audio is muted so that the recording is as clean as possible. Please enter any questions you have in the chat window. To access the chat window, place your mouse pointer at the top of your screen to display the menu and select Chat.


Resource Management User Roles

e Catalog administrator

* Repository administrator
e Catalog manager

* Repository manager

e Cataloger and extended

e Collection inventory operator and
extended

 Digital inventory operator and
extended

* Electronic inventory operator and
extended

* Physical inventory operator and
extended
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Presenter
Presentation Notes
There are roles for each Resource Management in Alma. These roles are assigned to users depending on the type of Resource Management tasks they perform in Alma. Operators at your institutions will have some or all of the roles mentioned here. 



Physical Records Data Structure
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Bib record
Gribbin, John; Gribbin, Mary
Out of the shadow of a giant

Holdings record
Science Library

ltem record
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Presenter
Presentation Notes
For basic background, this diagram shows the data structure related to a physically-held item, such as a book.

Bibliographic records are independent of any holdings or items and may exist on their own without any inventory attached
A Holdings record links to a Bibliographic record, indicating where in the library’s physical inventory this item resides
An Item record links to a Holdings record and allows this physical item to circulate

Note that a 
Single Bib record may have multiple Holdings records linked to it
Single Holdings record may have multiple Item records attached to it


Metadata Editor

g™

N
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Presenter
Presentation Notes
Let’s begin by having a look at the Metadata Editor.


Resources  Discovery  Fulfillment

Cataloging
Open Metadata Editor

Search External Resources
Browse Bibliographic Headings
Browse Shelf Listing

Authority Control Task List
Reminders

Create Inventory

Add Local Electronic Collection
Add Local Portfolio

Add Physical ltem

Add Digital Representation

Manage Inventory

Manage Collections

Admin  Analytics

Import

Import

Upload Single Record From File
Monitor and View Imporis
Resolve Import Issues

Manage Import Profiles

Deposit

Approve Deposits
Staff-mediated Deposit
Manage Depaosit Profiles

Advanced Tools

Overlap and Collection Analysis
Duplicate Title Analysis
Manage Deleted Repository
Restore Jobs

Getting Started with the Metadata Editor

Main Library - Main e
Library Circulation . "L ‘

Publishing
Publishing Profiles

Community Zone Updates Task List
Manage Electronic Resource Activation Digital Uploader
Shelf Report
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Presenter
Presentation Notes
We start by opening the Resources Menu and selecting Open Metadata Editor from the Cataloging sub-menu. 



Metadata Editor

MD Editor
Templates > s B | = | T 2| | ext|
Records R4 —
= - © k Q, Search Extemnal Resources
& Dublin Core nmeameWEWV .
PR PG [~ Addy Q, View versions of ariginal record
= MARC21 Holdings W sae © ﬁi Valigate CH+U
W oAl % Valigate in Network Zone
Rele
Assi Enhal Browse Shelf Listing Alt+C
Relg|  EX0al grouee Bib Headings
E g - View Notes
- SPIY  \iew Collections
Delel  puig
Release All Records for User
[.]
[}
_info_ | Alerts | | Linked Data a
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Presenter
Presentation Notes
When we open the Metadata Editor in this manner, we see the basic framework for performing cataloging activities. [CLICK] If I click on the File menu, you can see the sorts of things that are available. Most options are not active at this point, something that changes when we are actively editing a record. [CLICK] Clicking on the Edit menu, we can see the various functions available for editing in records. [CLICK] Finally, when I click on the Tools menu, I see an active option for searching externally along with many other options that are not active at this time. Again, this will change when we are actually editing a record. We’ll look at these menus in detail in just a few minutes.


Metadata Editor Menu Bar

File+ Edit~ Tools ~ il =) = e B = [i] Bl 23 Exit

Menu Functions

File Use to create and save records
Edit Use to modify records
Tools Numerous other features including options

to add holdings and item records

Each menu is dynamic; contents will vary depending
upon record type, Marc21 or Dublin Core

N\
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Presenter
Presentation Notes
As you have already seen, the Metadata Editor has three text menus along with a number of icons. 

File is used for creating new records and provides various options to save records

Edit is used for gaining access to numerous means of modifying records

Tools is used for a number of additional features, such as searching external resources, adding holding and item records, performing validity checks and export controls

Submenu lists vary according to the type of record being edited; Marc21 Bib is different than the menu for Dublin Core 

Take a look at the handout on shortcuts for details on the icons



File Menu Details

File~ Edit~ Tools ~ R R BB R R E T Bl 2| Exit
Mew »
I Save Draft Ctri+Alt+S | an e (991285590000541), Created by import (12/17/2011 15:38:55 CST), Modified by Aimalser14 (02/06/2019
g Save Record Ctri+5
00
g Save and Release Record  Ciri+Al+R
g Duplicate
Release Record Alt+Shift+R #0001 #0#eng#d
Assign Record to Another Cataloger
Release Assignment
g Save as Template
- -
« Reload Original Record $$d MZG $8d TJC $$d VOC $8d DLC
Delete Record Cir+D
Copy fo catalog
Exit Ctr+Q
A UV D04 Cdlnel, AIUEW, Dou 1907 -
245 1 [ %$%aIn the blink of an eye / $%c Andrew Parker.
260 $%a Cambridge, MA : $$b Perseus Pub., $3c c2003.
300 $%a xoviii, 316 p., [16] p. of plates : $8b ill. (some col) ; $%c 24 cm.

ExUibris.
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Presenter
Presentation Notes
With a record open in the editing window, we can see the active menu.

Notice that there is an italicized entry listed in the menu. This means that this option is not functional for the record being edited or the institution in which I’m working as it is not part of a consortium with a Network Zone.

One option in this menu, Delete Record, is available only if the Cataloging operator has the correct role associated with their user account. The role in question is, Cataloging Operator Extended.

As soon as the record appears in the Metadata Editor, that record is locked for your editing use until you release it – more on this later. 


Edit Menu Details

File~  Edit~  Tools ~ R R
Record € Add Figld F&
— ¥ Remove Field Ctri+F6
Bibliogn
Add Subfield Fo
| LOF Add Afternate Graphic Representation Aff+ F1
00 Add Rule
i} Enhance the Record Ciri+ARHE
00 Expand from Template Ciri+E
01 Generate Author Number F4
02
Split Editor F&
03
03 Full Screen F7
04 Open Form Editor Ctri+F
04,
Close Form Editor Esc
D&
08 Cut Ciri+Xx
av 100 Copy Cri+C
24 Paste Ciri+v
26
30 Show Directional Characters

© 2 a0

Insert Directional Characters

000541), Created by import {(12/17/2011 15:38:55 C5T), Modified by AlmalUser14 (02/06/2019

2ng#Ed

IC $%d VOC $&d DLC

.
c2003.

me col) ; $$c 24 cm.



Presenter
Presentation Notes
Again, with a record open in the editor, we’re able to see all of the active functions needed to modify records available via the Edit menu. Notice the keyboard shortcuts that are available. You may also use the usual Windows editing shortcuts for cut, copy and paste. 

I won’t go through the entire list of keyboard shortcuts available in the Metadata Editor, although I would like to point out a few that you will find very handy almost immediately.

F8 – add new field/tag when editing metadata 
Ctrl+F6 – remove field 
F9 – add a new subfield to a MARC tag
F6 – opens a second pane to view records side-by-side
F7 – fill the screen with the record
Ctrl+F – opens the form field editor when a fixed field (fields 000-009 and LDR) is selected
Esc – closes the form field editor


®)

File -

Tools Menu Details

Edit ~  Tools ~ =

Record saved at 6§ Q, Search External Resources

Eibliographic

w Q View Versions

0 )
Validate Cirl+1
| DR o1 Browse Shelf Listing Alt+C
001 99 _ )
005 20 Browse Bib Headings
nna 03 View Motes '-ﬂ#eng#d
010 $%  View Collections
020 8% Release All Records for User
035 $8
Test external records
035 5%
042 &5 MARCZ1 Authaorities
MARCZ2T Holdings
5%
0500 0O s Dubiin Core /
0820 0 Set Management Tags 4
100 1 5%

an

2451 [ $%a In the blink of an eye / $%c Andrew Parker.

[ B

390000541}, Creg

Derive Mew Record

Merge Records & Combine Inventory

Add holdings Ciri+Alt+H

Add Local Portfolio

Add Representation At+R
™ Create POLine & Exit Ctri+Alt+O
Q) Find Matches Ctri+M

View Inventory Ctri+l

View In Search Cir+Al+Y

View Orders (no orders)

Q, Related records

B =22 Exit

Wodified by Almallser14 (02/0672019

Suppress from Discovery

Force export to Libraries Australia
Brief Level 10
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Presenter
Presentation Notes
Once more, with a record open in the editor, we see the active functions in the Tools Menu as well as two submenus: 

Searching External Resources uses pre-defined sources allow external searching in OCLC, Library of Congress, etc. (more on this topic in just a moment)
View Versions shows prior saved versions of the record
Validity Check shows issues with records and displays two types of messages: mandatory messages which identify problems that must be resolved and alert messages which may be ignored
Marc21 Bibliographic [CLICK] has a submenu for other features that will be discussed during the Inventory Management session
Find Matches checks your local repository for any matches for the current record
View Inventory shows linked holdings and items to the record in the editor, when they exist
Related Records for links to other records in the repository
Set Management Tags [CLICK] has a submenu for marking records in connection with publishing to discovery or exporting to OCLC 


Opening Records to Edit

All Titles (1 -

# Institution
Sortby: Rank ~
Untamed

S

© 2019 Ex Librit

1 of 1 ) tamed untamed Save Query
At Community
Secondary Sort by : Rank ~ Expand~ B £

Tamed & untamed : close encounters of the animal kind / Sy Montgomery, Edit Record  Holdings
Elizabeth Marshall Thomas ; foreword by Vicki Constantine Croke. Hema
Book {Book - Physical} text; unmediated; Language: English ™ Orders: 1
volume By Montgomery, Sy, (White River ISBN: 9781603587556 Order
Junction, Vermont : Chelsea Green Publishing, {papérbacl{)
2017) Update Date: 2018/06/28 Request
Subject: Animals. Animal behavior. NATURE / pda & /061 .
Animals / General. and others Document Delivery

@ Physical (1) Electronic Digital Other details Add to reading list

Add to collection
Add Reminder

Add Representation
Linked Data

Display in Discovery
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Presenter
Presentation Notes
To retrieve a record from within my institutional repository for the purposes of editing it, especially if I have not been working on it before, I perform a search to locate it. From the results display in connection with the All titles search, I can see options that allow me to start editing this record. 

Edit Record to change the record 
Holdings to see links to the selected record and 
Items  links to the title and its holding record
More info which gives me some other information about this item


Opening Records to Edit

Physical titles * Keywords ~ tamed untamed X A~ n

Physical Titles (1-10f 1) tamed untamed Save Query
4 Institution At Community
Sortby: Rank ~ Secondary Sort by : Rank ~ Expand ~ B O
1 === Tamed & untamed : close encounters of the animal kind / Sy Montgomery, Edit Record  Holdings
Jm:f;l_ Elizabeth Marshall Thomas ; foreword by Vicki Constantine Croke. N
o Book By Montgomery, Sy, (White River Language: English ™ Orders: 1
m’ Junction, Vermont : Chelsea Green Publishing, ISBN: 0781603587556 Order
2017) (paperback)
Request
Update Date: 2018/06/28
Linked Data

@ FPhysical (1) Other details
Add Representation

Add Reminder

Display in Discovery



Presenter
Presentation Notes
In this example, I’ve performed another search in the institutional repository for the same title, this time using Physical titles as the filter for what I’m seeking. Notice the different view in the results display. 


Opening Records to Edit
Keywords ~ iamed untamed

Physical Items (1-10f 1) tamed untamed

# Institution

Sortby: Rank ~

Tamed &
Untamed

R

© 2019 Ex Libris

2t Community

Secondary Sort by : Rank ~

Tamed & untamed : close encounters of the animal kind / Sy Montgomery,
Elizabeth Marshall Thomas ; foreword by Vicki Constantine Croke.

Book By Montgomery, Sy, (White River
Junction, Vermont : Chelsea Green Publishing,
2017)

Barcode: A13779

Update Date: 2018/06/28

Library: Science Library

Process type: Acquisition

Expected Arrival Time: -

On Hold Expiration Date: -

Due Date: -

Needed By: -

Unil: -

Permanent Location: Science Stacks

Other details

Call Number: QL45.2
.M66 2017

Call Number Type: Library
of Congress classification

Status: Item not in place
Due back: -
Material Type: Book

™ Orders: 1

T - |

Save Query

@

Edit Item Request

Work Order
Withdraw

Holdings

Display in Discovery

Iltems

EX
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Presenter
Presentation Notes
And, in this example, I’ve performed yet  another search in the institutional repository for the same title, this time using Physical items as the filter for what I’m seeking. Notice the different view in the results display. So, depending on the work you need to do, you may need to be changing how you are searching.


Editing Bibliographic Records

Save Query

All Titles (1 -10f1 ) tamed untamed

4 Institution At community

Sort by : Rank ~ Secondary Sort by : Rank ~ Expand ~ B o

Edit Record Holdings

Tamed & untamed : close encounters of the animal kind / Sy Montgomery,
Tamedé Elizabeth Marshall Thomas ; foreword by Vicki Constantine Croke.

Untamed
= Book {Book - Physical} text; unmediated; Language: English '™ Orders: 1
, volume By Montgomery, Sy, (White River ISBN: 9781603587556
x Junction, Vermont : Chelsea Green Publishing, {papérback}
2017)
Update Date: 2018/06/28

Subject: Animals. Animal behavior. NATURE /
Animals / General. and others

® Physical (1) Electronic Digital Other details

exLibris.

a ProQuest Company
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Presenter
Presentation Notes
Returning to the All titles search, I retrieve the record again. Clicking on the Edit Record button for the title in the results list, opens the Bib record in the Metadata Editor. 


Editing Bibliographic Records

Edit ~

Back

Tools ~ [~ ] E} E ﬁ = ! (] [ 13 Exit

Alma has attempted to link the bib headings to authority records while loading the record. Loading the record was therefore slower. You have 1
waming(s) in your record

<MD Editor
Templates > File -
Records v

& Dublin Core

o % MARC21 Bibliographic Bibliographic

M Music cultures ... (99212
# Tamed & unt.___ (992123: |

&= UNIMARC Bibliographic
@ % MARC21 Holdings

LDR
001
005
003
010
020
020
020
040
042
050
082
0g4

100

© 2019 B

245

246
264
300
336

= o
= =

- -
[=1

Working on - Tamed & untamed : cl (992123414005621), Created by AlmaUser07 (2018/06/28 10:62:13 CDT), Modified by AlmalUser07
(2018/06/28 10:52:14 CDT)

02693cam#a2 200385474500

99212341400521

20180628105214.0

1706125201 TiEEviuaitHHHHEHFE00 1#0#engib
$8a ##2017023243

$8a 9781603587556 (paperback)

$$z 9781603587563 (ebook)

$$z 9781603587730 (audiobook)

$%a DLC $$b eng $$c DLC $$e rda $$d DLC
$%a pcc

$%a QL45.2 $%b MEG 2017

$8a 591 $%2 23

$3a NAT001000 $%a NAT024000 $$a PETO10000 $%a NATO37000 $%2 bisacsh
$$a Montgomery, Sy, $8e author.

$$a Tamed & untamed : $8b close encounters of the animal kind / $$c Sy Montgomery, Elizabeth Marshall Thomas ; foreword
by Vicki Constantine Croke.
$$a Tamed and untamed

$$a White River Junction, Vermont : $$b Chelsea Green Publishing, $$c [2017]
$%a xv, 204 pages : $8b illustrations ; $%c 22 cm

$$a text $Bb bt $$2 rdacontent

Te~ inmaediated S0 n £29 rdamediz

LIIBRS@

a ProQuest Company
H


Presenter
Presentation Notes
Here we’re looking at a record in the MARC21 UTF-8 format.



Working in the Metadata Editor

© 2019 Ex |

LDR
001
005
008
010
020
020
020
040
042
0500 0
020 0
084

o 100 1
24510

246 3
264 1
300

336

337

338

Working on - Tamed & untamed : cl (99212341400521), Created by AlmalUser07 {2018/06/28 10:52:13 CDT), Modified by AlmaUserd7
(2018/06/28 10:52:14 CDT)

02693cam#a22003854i#4500

99212341400621

20180628106214.0

1706125201 TS vuatEERERR00 1#0#en g
$%a ##2017023243

$%a 9781603587556 (paperback)

$8z 9781603587563 (ebook)

$8z 9781603587730 (audiobook)

$%a DLC $%b eng $$c DLC $$e rda $5d DLC
$%a poc

$8a QL45.2 $$b MEE 2017

$%a 591 $%2 23

$%a NATO01000 $%a NATO24000 $$a PETO10000 $%a NATO37000 $%2 bisacsh
$%a Montgomery, Sy, $$e author.

$%a Tamed & untamed : $8b close encounters of the animal kind / $8c Sy Montgomery, Elizabeth Marshall Thomas ; foreword
by Wicki Constantine Croke. ¥

$%a Tamed and untamed

$%a White River Junction, Vermont : $8b Chelsea Green Publishing, $$c [2017]
$%a xv, 204 pages - $8b illustrations ; $$c 22 cm

$%a text $$b txt $$2 rdacontent

$%a unmediated $8b n $32 rdamedia

$8a volume $3b nc $$2 rdacarrier
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Presenter
Presentation Notes
Let’s go into Alma and take a look.

Search for and retrieve, “Tamed & untamed” and edit the 245 to modify the title to “Tamed and untamed.” Or, if you prefer, search for and choose another title.

Notice that Alma is working behind the scenes simultaneously searching for any matching records, checking for duplicate records and checking against the validation rules.

Alma regularly saves any edits in temporary mode. Part of the saving action is to run checks for any duplicate records and validation rules not being followed. 


Authorities in Alma

520 $%a "Tamed and Untamed — a collection of essays penned by two of the world's most celebrated animal writers, Sy
Montgomery and Elizabeth Marshall Thomas — explores the minds, lives, and mysteries of animals as diverse as snails, house
cats, hawks, sharks, dogs, lions, and even octopuses. Drawing on stories of animals both wild and domestic, the two authors,
also best friends, created this book to put humans back into the animal world. The more we leam about what other animals
think and do, they explain, the more we understand ourselves as animals, too. Writes Montgomery, "The list of atfributes once
thought to be unique to our species — from using tools to waging war — is not only rapidly shrinking, but starting to sound less
and less impressive when we compare them with other animals' powers." With humor, empathy, and introspection, Montgomery
and Thomas look into the lives of all kinds of creatures — from man's best friend to the great white shark — and examine the
ways we connect with our fellow species. Both authors have devoted their lives to sharing the animal kingdom's magic with
others, and their combined wisdom is an indispensable contribution to the field of animal Iterature. The book contains a
foreword by Vicki Constantine Croke, author of the bestseller’-- $$c Provided by publisher.

650 0 $%a Animals
.  B50 0 $%a Animal behavior.
650 7 $%a NATURE / Animals / General. $$2 bisacsh
G50 7 %%a NATURE / Essays. $$2 bisacsh
650 7 $%a PETS/Essays. $$2 bisacsh
650 7 $%a NATURE / Animals / Wildlife. $$2 bisacsh

s 700 1 $%a Thomas, Elizabeth Marshall, $%d 1931- $%e author.
700 1 $%a Croke, Vicki Constantine, $$e writer of foreword.

N
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Presenter
Presentation Notes
Today, Alma comes with Authority records for Names and Subjects for 20 different vocabularies including German National Library, Canadian Subject Headings, FAST, and, of course, Library of Congress. These authority records are provided through the Community Zone. For any Authority controlled fields, Alma automatically searches for matches. View the Alma online help for much more information about working with Authorities.


Importing Records from External Sources

N
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Presenter
Presentation Notes
Alma supports import of Bibliographic records from a myriad of external sources. Catalogers may use this option to add records to the repository, to overlay existing brief records with better records or to merge records based on configuration that identifies which MARC tags to protect.


Importing Records from External Sources

Acguisitions

{eywords ~
Friday, 4
n ltems

nt
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Resources  Fulfillment  Admin

Cataloging

I Search External Resources

Browse Bibliographic Headings

Browse Shelf Listing
Authority Control Task List

Reminders

Create Inventory

Add Local Electronic Collection
Add Local Portfolio

Add Physical Item

Add Digital Representation

Manage Inventory

Manage Collections

Community Zone Updates Task List
Manage Electronic Resource Activation

Metwork Harvesting Report List

Shelf Report

Analytics

Import

Import

Upload Single Record From File
Monitor and View Imports

Resolve Import Issues

Advanced Tools

Owverlap and Collection Analysis
Duplicate Title Analysis
Manage deleted repository
Restore Jobs

Digital Uploader
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Presenter
Presentation Notes
Alma comes with a large number of external resources that you may search to obtain cataloging records. Setting up which external resources are listed for your library is part of the configuration process during implementation and is not covered in this presentation. 

You can search for records by clicking on Cataloging > Search External Resources from the Resources menu.


»)

Importing Records from External Sources

File ~

Tools ~

earch Cataloging Profile. AMICUS

ind:

AND
AND
AND
AND
AND

ﬂ\ll’]

B i Exit

AMICUS
| -] British Library
ﬂ DNB - Deutsche Nationalbibliothek
n Libraries Australia
: Library of Congress

: Mational Library of Scotland
WorldCat

File ~

Tools ~

Search Cataloging Profile Library of Congress

Find:
AND
AND
AND
AND
AND
AND
AND

Any Field
[z] Tite
E| Creator
[z] subjects
[=] 1sBN
[z] 1sSN

E| System Number
[z] Year of Pulication

Cancel

Contains Phrase
Contains Phrase
Contains Phrase
Contains Phrase
Contains Phrase
Contains Phrase
Contains Phrase

Equals

Clear

Bl 22 Exit

developing technologies

EIE]EE]EJE]E]

Search
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Presenter
Presentation Notes
After opening the external search area, we select one of the Search Profiles set up for the library, such as the Library of Congress or WorldCat. Note that searching WorldCat requires your institution’s credentials are associated with the profile.

I enter my search terms and click on the Search button.


Importing Records from External Sources

Library of Congress (United States Library of Congress (LOC))(36)

Refine Search
1 2 4 » 1- 10 of 36 Records
1 Acquiring, adapting, and developing technologies : lessons from the .Japanese experience / edited by Rydshin Minami ___ [et al]. View  Import

By Minami, Rydshin, (Book St Martin's Press, New York, N.Y. ;, 1995))

ISBN: 0312122411

Record Source: DLC

Subjects: Research, Industrial--Japan--History., Technological innovations—Economic aspects—-History.—Japan

2 Advanced securily and privacy for RFID technologies / [edited by] Ali Miri.

View  Import
By Miri, Ali. (Book Information Science Reference, Hershey, PA -, c2013.)
ISBN: 9751466636859 (hardcover)
Record Source: DLC
Subjects: Radio frequency identification systems--Security measures., Sensor networks--Security measures.
3 Best available and safest technologies for offshore oil and gas operations : options for implementation / Committee on Options for Implementing the Requirement of Best Available and Safest Technologi 40, Import

‘es for Offshore Oil and Gas Operations, Marine Board, National Academy of Engineering and MNational Research Council of the National Academies.

By Mational Academy of Engineering. Committee on Options for Implementing the Requirement of Best Available and Safest Technologies for Offshore il and Gas Operations, (Book The National Academies
Press,, Washington, D.C. :, 2013)

ISBN: 9780309294270 (pbk.)

Record Source: BETCTA

Subjects: United States., Offshore oil industry—Safety measures., Offshore gas industry—Safety measures. ..

Other System Number: (OColLC)ocnB868643831

N
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Presenter
Presentation Notes
Upon seeing the results display, I can View and Import the record of my choosing. Best practice is to view a record before importing it to confirm that it meets your criteria for accuracy and quality. I select one to Import. The record is added to the Metadata Editor in draft mode. We can discard the record if we imported it in error or we just don’t want to keep it. To do this, we release the record. More on this in a moment. 

For now, I want to go to Alma perform an external search to retrieve a record because there is no record available in the repository.

Search Library of Congress for 

Title = Flora of middle-earth with Author = Judd
Title = There is no theory of everything with Author = English
Title = Playful intelligence with Author = DeBenedet

For any field, I can choose to search by Phrase, Keywords or Starts With.


Importing Records from External Sources

Bibliographic| Working on - Acquiring, adapting, (99212940500521)

| LOR R cam#aZ2 2002804314500
001 1123916
005 20120918090533.0
oos 9405165199580 Ny U DR 001 H0Re ngid
010 $$a #H94012855%
020 $%a 0312122411
035 $%9 (DLC)###04012855
040 $%a DLC $%c DLC $8d DLC
043 $%a a-ja—
050 0 0 $%a HC465.T4 $3b A27 1995
082 0 0 $%a 338/.064/0952 $52 20
245 0 (0 $%a Acquiring, adapting, and developing technologies - $%b lessons from the Japanese experience / $$c edited by Rydshin Minami ... [et al].
260 $%a New York, NY. - $5b St. Martin's Press, $3c 1995.
300 $%8a xvil, 346 p. - $8bill. ; $%c 23 cm.

440 0 %$%$a Studies in the modern Japanese economy

504 $%3 Includes bibliographical references and indexes.

650 0 %%$a Technological innovations $$x Economic aspects %z Japan $%x History.
G50 0 %%a Research, Industrial $$z Japan $$x History.

700 1 $$a Minami, Ryoshin, $$d 1933~

© 2 856 4 2 $%3 Publisher description $$u http2/fwww loc.govicatdir/description/hol054/94012855. him|
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Presenter
Presentation Notes
Here is a newly-imported Bib record saved to the repository.


Importing Records for Copy Cataloging

© 2019 Ex Libris | Confiden

[Eil:ulit:ngraphic:] Working on - Elizabeth of york : (992314120000521), Crez

o

LDE
001
005
008
020
020
035
035
040
100 1
245 1
260

0

00466camii2 2001693844500

992314120000521

20130529190501.0

1305295201 Jd bR 0003 0% engRd
$%a 0345521366

$%a 9780345521361

$$a (OCoLC)825046379

$$%a (OCoLC)ocn825046379

$%a YDXCP $%c YDXCP $$d BETCTA $%d BDX
$%a Weir, Alison

$$a Elizabeth of york : $8b a tudor queen and her world.

$%a [5.1] : $%b Ballantine, $$c 2013
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Presenter
Presentation Notes
With this record open in the Metadata editor, you’ll likely be searching for matching records to overlay on or merge with data already in the institutional repository. Or, you may simply be looking for bibliographic data for a newly-received item in which case you’ll use import. 

Should Alma detect that a Bib record you are trying to import is a duplicate, Alma will take you through the routine of identifying which record you want to retain.


Importing Records for Copy Cataloging
File v+ Edit~  Tools ~ B B B

Alma has attempte Q. Search External Resources records while oz

Q, view Versions

Bibliographic | W 20000521}, Crea

Walidate Ctrl+1)
| LDR 9% Browse Shelf Listing  Al+C
001 o B Bib Headi
rowse Bib Headings
005 20 g
008 13 Wiew MNotes #eng#d
020 55: View Collections
020 B5: Release All Records for User
035 5%:
Test external records
035 LT
040 £8: MARC Bibliographic bk BDX
» 100 1 53 MARCZET AUHI?HHES
g8 MARCZ21 Holdings B —
2451 0 1 Dubiin Core ’
260 58:
Set Management Tags 3
300 LT
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Presenter
Presentation Notes
From the Tools menu, I select Search External Resources.


Importing Records for Copy Cataloging

o

Search Cataloging Profile  Library of Congress |L|
Record saved at 12:02:32 PM.
Find:  Any Field Contains PhFEEB
Working on - Elizabeth of york : _ :
(992314120000521), Created by connie.braun AN|E| Title Contains F'hraEE| Elizabeth of york -
(2012/05/29 11:05:01 CDT), Modified by . . . .
AimaUser10 (2018/08/06 12:02:31 CDT) ANz Creator Contains Phras|v| Weir. Alison
ANIB Subjects Contains F'hraEB
LOR 00466camit2 2001693414500 .
001 999314120000521 ANIB ISBN Contains F'hraEB 9780345521361
005 20130529190501.0 ANlEl ISSH Contains F'hrEIEEl
008 1305295201 HEHhOGHHIHEEHHH00080%eng ANlB System Number = Contains F'hraEE|
#d
Year of
AN Equals
020 $$a 0345521366 - eublication qua
9780345521361
020 $6a Cancel Clear Search
035 $$a (OCoLC)825046379
035 $%a (OCoLC)ocn825046379
040 $%a YDXCP $$%c YDXCP $5d BTCTA $$d BDX
100 1 $%a Weir, Alison
245 1 (0 %%a Elizabeth of york : $%b a tudor queen and
her world.
260 $%a [S.1] : $$b Ballantine, $$c 2013

300

$%a p. $8c cm.
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Presentation Notes
In this case, I am attempting to retrieve a matching record that I can use to overlay the brief record that is currently in the repository, so I leave the title, author and ISBN details intact before clicking on the Search button. 


Importing Records for Copy Cataloging

Record saved at 12:02-32 PM. Library of Congress (United States Library of Congress (LOC))(1)

) i Refine Search
Wiorking on - Elizabeth of york :

Biblioaraphic (992314120000521), Created by connie_braun
ograp (2013/05/29 11:05:01 CDT), Modified by

Almallser10 (2018/08/06 12:02:31 CDT) 1 Elizabeth of York : a Tudor queen and h
- e

Import ==
LDR 00466cam#BEE22001 693884500 er world / Alison Weir.
001 992314120000521 B}r Weir, Alison, (BDDIE EBallantine Books,,
005 20120529190501.0 New York -, 2013)
ISBN: 9780345521361 (hardcover . acid-

ona 1305295201 3 ThodHHHRHEHHE0 00D engh

d free paper)
020 $$a 0345521366 Record Source: DLC
020 $8a 0720345521361 Subjects: Great Britain—History—-Henry

883 (OCOLC)825046379 Vil 1485-1509., Henry--VII,--King of

a 0

035 ( ) England,—-1457-1509._, Quesns—Great
035 $%a (OCoLC)ocn825046379 Britain—-Biography. __
040 $%a YDXCP $%c YDXCP $%d BTCTA $%d BDX

s 1001 $%a Weir, Alison

2451 [ $%a Elizabeth of york : $$b a tudor queen and
her world.

260 $%a [S.1] : $8b Ballantine, $%c 2013
300 $%a p. $%c cm.
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Presentation Notes
Library of Congress returns one record…


Importing Records for Copy Cataloging

Elizabeth of York : a Tudor queen and her world [ Alison Weir.

LDR
001
005
008
010
020
020

245

250
264

300

336
337
338
504

Back to results

© 2019 Ex Libris | Confidential & Proprietary

i icam#a?20036 14i#4 500

17863240

20140909103508.0

1308235201 3sHEnyuatiEhiE00 1#0beng i
$$a ##2013034712

$8a 9780345521361 (hardcover - acid-free paper)
$%z 9780345521385 (ebook)

$$a DLC $$b eng $$c DLC $$e rda $$d DLC
$$a pcc

$%a e-uk-en $%3 e-uk—-

$$a DA330.8. E44 §$b W45 2013

$%a 942 05/1092 $%3 B $52 23

$%a Weir, Alison, $$d 1951-

$$a Elizabeth of York : $$b a Tudor gueen and her world / $$c Alison

Weir.

$8a First U_S. Edition.

$$a New York : $$b Ballantine Books, $$c [2013]

$8a xodv, 572 pages, 16 unnumbered pages of plates - $$b
illustrations (chiefly color) ; $$c 25 cm

$$a text $$2 rdacontent

$$a unmediated $$2 rdamedia

$%a volume $$2 rdacarrier

$$a Includes bibliographical references (pages 477-502) and index.

Bl Dbl ime R dmlems bl s L e AR T Tha naond

Import EI Execute
Import

Copy & Overfay

Copy & Merge

Merge Preview

Z7
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Presenter
Presentation Notes
… for us to view. Upon determining that we want to use this record, we can Import, Copy & Overlay, Copy & Merge, or, obtain a Merge Preview. In this example, we’ll select Copy & Overlay, before clicking on the Execute button, to replace the existing brief record with a superior record.


Importing Records for Copy Cataloging

© 2019 Ex Libris |

LDR
001
005
008
010
020
020
040
042
043
050
082
100
245
250
264
300
336
337
338
504

e = =]

Working on - Elizabeth of York : (992314120000521), Created by connie.braun (2013/05/29 11:05:01 CDT), Modified by
Almal)ser10 (2018/08/06 12:16:51 CDT)

01790camifaz 200325844500

992314120000521

201808061215651.0

1308235201 38Ny ua b 001 #0bengdhE

$%a ##2013034712

$%a 9780345521361 (hardocover : acid-free paper)

$$z 9780345521385 (ebook)

$%a DLC $%b eng $%c DLC $$e rda $$d DLC

$%a pco

$%a e-uk-en $%a e-uk—

$%a DA330.8.E44 $5b W45 2013

$%3 942 .05/1092 $%3 B $%2 23

$%a Weir, Alison, $%d 1951-

$%a Elizabeth of York : $$b a Tudor queen and her world / $$c Alison Weir.
$%a First U.S._ Edition.

$%a New York : $$b Ballantine Books, $&c [2013]

$%a omiv, 572 pages, 16 unnumbered pages of plates : $$b illustrations (chiefly color) ; $%c 25 cm
$%a text $32 rdacontent

$%a unmediated $$2 rdamedia

$%a volume $$2 rdacarrier

$%a Includes bibliographical references (pages 477-502) and index.

EX
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Presenter
Presentation Notes
We now have a much better Bib record in the repository.

Going to Alma…

Search for and retrieve Tour de France 100 by Peter Cossins or Martin Luther: rebel in an age of upheaval by Heinz Schilling in the institutional repository
Go to external resources and search using filled data 
View, Copy & Overlay
Save the record


MARC Field Help

Wiorking on - The philosophical ba (991546340000541), Created by import (20111217 15:56:45 C5T), Modified by OPR-

Bibliographic

LDR
001
005
008
035
as 100 1

RECALCULATION (2016/07/08 10:30:07 CDT)
00247 nam@#a 2200097 5i#4500
991546340000541
20160708102007.0
09091 TH#200 9 RhoHHEHHHSHHRERNHAERAe ng
$$a (TrN)65538-train20072_c2db
$5a Gopnik, Alison

245 1 4 $$a The philosophical baby|

Info | Alerts

Linked Data

Display in a new window

Library of Congress == MARC == Bibliographic == 20X-24X == 245

245 - Title Statement (NR)

MARC 21 Bibliographic - Full

October 2008

First Indicator Second Indicator
Title added entry Nonfiling characters
0 - No added entry 0 - No nonfiling characters

©20198 1 - Added entry 1-9 - Number of nonfiling characters

Ll'bh S

a ProQuest Company
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Presentation Notes
To obtain more details for any validation message(s) that appear, you may view details that are available on the Info tab, via the LC standards Web site. 


»)

MARC Field Help

Sbioaraomc]  Working on - The philosophical ba (991546340000541), Created by import (2011/12/17 15:56:45 CST), Modified by OPR-
ogtEp RECALCULATION (2016/07/08 10:30:07 CDT)

LDR 0024 7nam#a22000975#4500
001 99154634000054 1

005 20160708103007.0

008 09091 7# 20008 HHbOURHHHEHHHEHR I ong
035 $$a (TrN)65538-train20072_c2db

A 100 1 $%$a Gopnik, Alison
2451 4 $%a The philosophical baby

Info | Alerts | Linked Data

008 "#" is not a valid code for position 6 for field 008
Missing data for position 38 in field 002
Missing data for position 39 in field 002
"#" is not a valid code for position 29 for field 008
"#" is not a valid code for position 30 for field 008
“#" is not a valid code for position 31 for fizld 008

e
T  ProQuest Company

“#" is not a valid code for position 33 for fizld 008


Presenter
Presentation Notes
The Alerts tab provides notification of missing or invalid data in records.


»)

MARC Field Help

Sbioarapmc]  Working on - The philosophical ba (991546340000541), Created by import (2011/12/17 15:56:45 CST), Modified by OPR-
ograp RECALCULATION (2016/07/08 10:30:07 CDT)

LDR 0024 7nam#a22000975i#4500
001 99154634000054 1

005 20160708103007.0

008 09091 TH200 S HHH XU e ng
035 $$a (TrN)65538-train20072_c2db

A 100 1 $%a Gopnik, Alison

245 1 4 $%a The philosophical baby

Info  Alerts | Linked Data

Context httpsZfopen-na.hosted.exlibrisgroup.com/almalcontexts/bib
dct:creator http:/fid.loc.goviauthorities/names/n296025075 Gopnik, Alison
dct:creator http:ffviaf.orgfviafisourcel VLT |n96025075 Gopnik, Alison
dct:language http:/fid.loc.govivocabulany/isog39-2/2ng —
_ https:fopen-na_hosted_exlibrisgroup.com/almalTRAINING_1_INST
JSOMLD version ) -
/bibs/991546340000541

N
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Presentation Notes
Clicking on the Linked Data tab shows us other relevant details related to this record.


Form Editor

Bibliographic| Working on - The philosophical ba (991546340000541), Created by import (2011/12/17 15:56:45 C5T), Modified by OPR-RECALCULATION (2016/07/08 10:30:07 CDT)

LDR 0024Tnam#a22000975i#4500
001 991546340000541
005 20160708103007.0
T of date/Publication
008 Date entered on file (0-5) 090917 bt B Date 1 (7-10) 2009
status(6)
Place of publication,
Date 2 (11-14) Eaad production, or execution xxu - United States B Hlustrations(18) # - No illustrations B
(15-17)
llustrations(19) # - No illustrations B lllustrations(20) # - No illustrations B Hlustrations(21) #- No illustrations B
Target audience(22) # - Unknown or not speciﬁB Form of item(23) # - None of the following E| Nature of contents(24) # - No specified nature U1E|
Nature of contents(25) # - Mo specified nature of ‘B Nature of contents(26) # - Mo specified nature of contents B Nature of contents(27) # - No specified nature mB
Government publication(28) # - Not a government puth Conference publication(29) Festschrift(20) B
Index(31) [z] undefined(az) ] Literary form(33) [
Biography(34) # - No biographical maleri‘B Language (35-37) eng - English B Modified record(38) D
Cataloging source(39) [
035 $$a (TrN)65538-irain20072_c2db
- 4nn 4 $8a Gnnnik Alisnn

Info | Alerts | Linked Data

008 "#"is not a valid code for position 6 for field 008
Missing data for position 38 in field 008
Missing data for position 39 in field 008
“#" is not a valid code for position 29 for field 008
"#" is not a valid code for position 30 for field 008
"#"is not a valid code for position 31 for field 008

Use the Form Editor to make changes to Leader and control fields, 001-008

e Ctrl+F opens Form Editor

* Esc key closes form editor

N
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Presentation Notes
The Form Editor is available for editing fixed fields (000-008) and the MARC21 leader. 

Returning to Alma…

Search for Historical and secret memoirs of the Empress Josephine by M.A. Le Normand or History of Alexander the Great by Jacob Abbott
Select the 008 by clicking inside the row and use Ctrl+F to open the Form Editor
Correct fields as appropriate
Exit the form by pressing the Escape key 
Save the changes


®

Saving Records

© 20

Mew b
I Save Draft Ciri+Alt+5
g Save Record Ciri+5

H Save and Release Record Cir-AR+R

lg Cuplicate
Release Record Alt+5Shift+R
Assign Record to Another Cataloger
Release Assignment

I Save as Template

= Reload Original Record

Delete Record Ctri+D
Copy fo catalog

Exit Ciri+Q

Alma automatically saves drafts of
records

To save records to the repository
permanently, you must use the
Save Record (Ctrl+S) function

Applies to both Bib and Holdings
records

Save early and often!
. Extibris


Presenter
Presentation Notes
Alma saves records in draft mode automatically every 30 or so seconds. You, too, can save records in draft mode by pressing the key combination (Ctrl + Alt + S) or clicking on the menu option Save Draft . Either of these approaches means that the record is locked for you to return to and edit further.

To permanently save the record, use the option, Save Record (Ctrl + S)

You can also save the record as a template for use in editing multiple records with the same basic data with the Save as Template option. This template can be saved as a private one for cataloging a series for example, and used to streamline cataloging. When its not longer useful, the template can be deleted. 


Add a Holdings Record

N
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Presentation Notes
To ensure that a Bibliographic record has inventory, we start by adding a Holdings record.


Add a Holdings Record

File~ Edit~ Tools ~ ™ I - e B 2 T
Record saved at 1:42:51 PM. You have 1 waming(s) in your record Drait saved at 1:42:46 PM_
) et D PNt 11217 Woring on - terpetng th s (2280050000000521)
| LDR 0157 1cam#a22003611a#4500 - LDR NG a2 2R #4500
001 9913692890000541 N 008 1011252 HHEESHHE4 001 uueng 0000000
005 20160708102350.0 8h2 $%a $%b MAIN $%c main $$h $3i
00s 1101055201 14 nyua bR bR 1 01 #0#engéd =
016 7 $&a 082640851 $52 DE-101
019 $$a 698342522
020 $$a 9780387707587 (hd.bd.) R
020 $%a 0387707581 (hd.bd))
035 $%a (OCoLC)ocn 123434585
035 $%a 1835391
035 $$a (OCoLC)123434585 $$z (OCoLC)698342522
035 $%a (TrN)66560-train20072_c2db
040 $%a OHX $8c OHX $5d BTCTA $8d YDXCP $$d BWX $%d CDX $3d PIT
043 $$a e-uk— $%a n-us—
049 $%a IUAA
0an $$a CCT7.H5 $%b 158 2011 -
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Presentation Notes
Here, we see the start of adding a holdings record to a bibliographic record along the way to showing our ownership of this item. By clicking on the Add Holdings button [CLICK] we create a split screen with the new holdings record on the right.

Rather than me talking about this, let’s have a look at the process in Alma. 

Search in institutional repository for and retrieve Radioactivity : a history of a mysterious science by Marjorie C. Malley or Beyond UFOs by Jeffrey Bennett

Add 852 $$b BIO $$c biology; Save to have call number pulled from Bib record automatically.


Add a Holdings Record Via Template

Bibliographic| Working on - Versions of academic (9925741300521), Created by connie.braun (20141112 08:32:17 C5T), Modified by connie.braun (2014/11/12 08:32:18 C5T)

| LDR 01485cam##22003378i#4500
001 9925741300521
005 20141112163217.0
008 1404015201 4 U HEHHDIHH00 1 #0RengHe
010 $$a ~2014013079
020 $$z 9780226170251 (e-book)
040 $%a ICWDLC $$b eng $3e rda $$c ICU
042 $8a pec
043 $%a n-us—

0500 0 %%a KF4ATT2 $%b F5677 2014
082 0 0 %$%a371.1/04 $32 23
A 100 1 $%a Fish, Stanley Eugene, $%e author.
2451 0 %%aVersions of academic freedom : $$b from professionalism to revolution / $$c Stanley Fish.

263 $%a 1409
264 1 %%a Chicago : $8b The University of Chicago Press, $8c 2014
300 $%a pages cm.

N
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To add a holdings record using a template…

Search for and retrieve the bibliographic record as appropriate


®)

Add a Holdings Record Via Template

Templates v Filev Edit-  Tools ~ [~ (=) B e =B =
®% Dublin Core . Ama has attempted to link the bib headings to authority records while loading the record. Loading the reco
% MARC21 Bibliographic "d - "9
@ % UNIMARC Bibliographic Bibliographic| Working on - Versions of academic (9925741300521), Created by connie_braun (2014/11/12 (
== MARC21 Holdings
2% Shared | LDR 01485cami##22003378i#4500
M Books 001 9925741300521
# Books Default Template (Default| 005 20141112163217.0
#4 Books for GRAD and grad 008 1404015201 AEHIUHHEHDIEHI00 1 #0RengHe
$$a 2014013079
M New Js Template 010
a 020 $$z 9780226170251 (e-book)
i ate
Edit 040 $$a ICU/DLC $$b eng $$e rda $8c ICU
A Delete FIOLINCEeS i 042 $%a pcc
Duplicate on 3 times a month 0473 $8a n-us—
14l on 3 times a week
Contribute : 050 0 0 $%aKF4772 $8b F5677 2014
f _ on 3 times a year 082 0 0 $8a371.1/04 §$2 23
Properties .
ﬂ Seri ficti Al 245 1 [ %%aVersions of academic freedom : $$b from professionalism to revolution / $$c Stanley Fish.

N
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Presentation Notes
Open the templates area and select the appropriate MARC21 Holdings template clicking on New to
Pre-populate the holdings record
Save the record to pull the call number from the Bib record according to the Holdings template; in this example, we’ll pull the LC call number

Let’s go back to Alma to see this in action. 

Search for and open in Metadata Editor, Writing to win by Steven D. Stark or Stealing Rembrandts by Anthony M. Amore and Tom Mashberg

Go to Templates > Holding > Shared and select Books for GRAD and grad and add


Other Metadata Editor Functions

N
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Presentation Notes
There are some other functions in the Metadata Editor about which you should be aware.


Need to Undo?

© 2019 Ex Libris | Confidential & Proprietary

39

File ~ Edit ~ Tools ~

New »
g Save Draft Ctri+AIt+S
g Save Record Ctri+S

[ Save and Release Record Ciri+Al+R
[ Duplicate
Release Record Alt+Shift+R
Assign Record to Another Cataloger
Release Assignment

g Save as Template

[3 Reload Original Record

Delete Record Cirl+D
Copy to catalog
Exit Ctri+Q

o m—
3 —


Presenter
Presentation Notes
If a record on which you are working gets to the point where you want to start over, you have the option to undo all of the edits by reloading the original record. 
   
To reload the original record, go to the File Menu and select [CLICK] Reload Original Record.


View Versions

File + Edit~  Tools = =
Alma has attempte CJ, Search External Resources

was therefore slow Q, View Versions

Browse Shelf Listing
| LOR 01

001 forey Browse Bib Headings
0os 201 View MNotes
008 14 View Collections
1L 93 Release All Records for User
020 5%

Test external records
040 5%:
042 LT MARC Bibliographic
043 he. MARCZ1 Authorities
0500 0 B8 MAI'::‘.C.?I Holdings

Dubilin Core
0820 0 %% cetm .

et Management Tags

1001 88 g g

245 1 0 $%a Versions of academic freedom - $$b from professionalism to revolution f $$c Stanley

Fish.

-3 B & = ¥

records while loading the record. Loading the
rd

741300521), Created by connie_braun (2014711}
2018/08/06 14:09:22 CDT)

eng#c

4
.
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Presentation Notes
As you edit and save the same record, there is another option for undoing your work. Each time that a record is saved, that version is retained. You may use them to review for comparison purposes or to restore back to a selected version. 

With a metadata record in the editor, click on the Tools, then View Versions…


View Versions

Working on - Versions of academic (2925741300521), Created by

Bibliographic | connie.braun (2014/11/12 08:32:17 CS5T), Modified by Almallser10

1 -3 of 3 Records

(2018/08/06 14:09:22 CDT) 1 Versions of academic freedom : from professionalismt ;o  Restore

001 9995741300521 (Book The University of Chicago Press,, Chicago .,
2014)

005 20180806140922.0 Subjects: Civil service--United States., United States.--
008 140401 s201 4R IuHRRAHIDIHHI001# OReNgH#C 3 Constitution--1st Amendment., Intellectual freedom--
010 $%a ~2014013079 United States. ...
020 $%z 9780226170251 Version: 3 Created By User 10, Alma (2018/08/06
040 $$a ICU/DLC $$b eng $$e rda $$c ICU 14:09:22 CDT)
042 $8a pcc L4 Cataloging Level: 00
043 $%a n-us— Versions of academic freedom : from professionalismt ..,  Restore
050 0 0 $%a KF4772 $%b F5677 2014 o revolution / (9925741200521)
0820 0 $%a371.1/04 $82 23 (Book The University of Chicago Press,, Chicago
100 1 $%a Fish, Stanley E., $$c 1938 - $%e author. 2014)

$$a Versi £ P — $8b 1 Subjects: Civil service--United States_, United States —
2451 0 a Versions of academic freedom : rom L

professionalism to revolution / $$c Stanley E. Fish. CD!'IST.IIUIIDH-JSt Amendment., Intellectual freedom--
253 $$E 1409 United States. ...
264 1 $%a Chicago - $$b The University of Chicago Press, $$c Version: 2 Created By: User 10, Alma (2018/08/06

2014.

7N
ExLibris.
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Presentation Notes
…to see earlier edits to the record. These versions [CLICK] may be used to restore an earlier version to replace the current one. 

In Alma…

Search for and open Ladies’ southern florist by Mary C. Rion or The pirate’s dilemma by Matt Mason 
Go to Tools > View Versions to see other versions of this record


Locked Records

[ Bil:uliugraphic] Versions of academic I‘u’iew Only - locked by AlmaUser0 kedited less than 1 hour(s) ago), Cr

LDR

001

005

008

010

020

040

042

043
0500 0
0820 0
100 1

2451 (@ %$%a Versions of academic freedom : $8b from professionalism to revolution / $%c Stanley Fish.

01480camidt2200337 84 500
9925741300521

20180806140922 .0

1404015201 48 IuEHEH DI D01 #O#eng#ic
$%$a ~2014013079

$%z 9780226170251

$$a ICLW/DLC $8b eng $%e rda $$c ICU

$%a pcc

$%a n-us—-

$%a KF4772 $%b F5677 2014

$$a 371.1/04 $$2 23

$%a Fish, Stanley E., $%c 1938 - $%e author.

b.

g
2
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Presentation Notes
Any time that a record is being edited, it is locked for use by the operator who opened it. Operators searching in the repository who open a record that is being edited by another operator, will see that the record is locked by whoever is working on it. 

Since operators may forget or neglect to release any record on which they are working, this information is useful, especially if another operator suddenly has a need to work on this record. A nudge can be sent to get the record released.


®)

Release Individual Records

Templates ¥ File = Edit ~ Tools ~

Records v MNew 4
B Dublin Core g Save Draft Ctri+Alt+S
=% MARC21 Bibliographic [ Save Record Ciri+S

¥ Music cultures . (99212 | B cave and Release Record Giri+AIt+R

# Tamed & unt... (992123

& UNIMARC Bibliographic

Release Record Alt+Shift+R
@ MARC21 Holdings

Assign Record to Another Cataloger

Release Assignment

g Save as Template

2 Reload Original Record

R " = e B = 0 B 3

[ Save Record Ctrl+5 ]

ned : cl (99212341400521), Created by Almallser07 (2018/06/28 10:62:13 CDT), Modified by Almals

o

HHEHAERO0 108 eng i

yack)

)

100k)

i%e rda $%d DLC

Delete Record Cir+D
i Copy fo catalog
Exit Ctr+Q
Vb4 Do MAIUU U0 sad A1 u24000 $%a PETO10000 $%a NATO37000 $32 bisacsh

100 1 $%a Montgomery, Sy, $8e author.

245 1 [ %%a Tamed & untamed : $%b close encounters of the animal kind f $%c Sy Montgomery, Elizabeth Marshall Thomas ; foreword by

Vicki M ooctanting Croko
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Presentation Notes
To release an individual record, I need to have that record open in the editing window before I select the File menu. Here I have several options:

Release Record
Reassign Record to Another Cataloger
Release Assignment


Release All Records

Templates
Records

& Dublin Core

=% MARC21 Bibliographic
Release All Records 212641400521)
L FEATN IS s AN 1ll-|.||'-|J'l'_ l23414{][]521}

= UNIMARC Bibliographic
= = MARC21 Holdings
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To release all records that are locked by an operator, that individual will need to click on the node of the appropriate Record type to pop up the “Release All Records” function.

Click on the button to start the process. Operators are required to confirm the action to prevent records from being released inadvertently.


Set Management Tags

Use set management tags to control publishing, export,

import of records

Suppress from Do not publish to discovery; hide from view in
Discovery discovery

Export to OCLC Tags record to be included or excluded in OCLC
synchronization

Force export to Causes Holdings records linked to Bibliographic
WorldCat records to be included in next export to OCLC

Brief Level ## |dentifies whether or not cataloging for Bib
records is brief according to configuration
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Alma provides support to tag bibliographic records for special controls as listed here. Management tags may be set to…

Suppress from Discovery – Records with this tag will not be published to discovery; records are still available in Alma and hidden from view to patrons
Export to OCLC – Records with this tag may be included in any export to OCLC - For Publish Holdings to OCLC
Force export to WorldCat – to make certain the record is published to OCLC 
Force export to Libraries Australia – applies only to libraries contributing to Libraries Australia
Brief Level ## - used to identify whether or not a Bib record is brief according to configuration of Brief Level Rules as determined by the institution

Tags are enabled when a record is open in the Metadata Editor, by going to the Tools Menu, Set Management Tags feature. Click on the tag to apply it. 

To confirm that it is enabled, click on the Tools Menu again, click on Set Management Tags and note the colored check mark next to the control. 

In Alma, demonstrate.


Templates

Use a Template to...

* Create a new Bibliographic or Holdings
Edit record

* View properties

Mew

Delete

Duplicate Create new templates by duplicating an
existing one, editing, renaming

Contribute

Properties Templates may be edited and deleted

N
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Templates allow catalog managers to pre-define record fields and content to include by default in original cataloging records, and to enable catalogers to increase productivity by working more efficiently as a result.

Unless you have created a template for your private use, only the shared templates display. Templates with the pencil on a notepad are out-of-the-box templates. Templates with a library building icon are shared.

After creating a template, you can use the properties option to set it as a default for future cataloging.

Each out-of-the-box template has three options.
New Record: pushes the template to the editor pane to create a new record
Duplicate will create another copy of the template to allow modification and saving under another name
Contribute allows an operator at one institution to share the template with other institutions in the Alma community
Properties is where a template may be set as Private or Shared

For templates that you create, there are more options 
New Record: use the template to create a record
Edit: modify the template to add field, subfields or remove them
Delete: remove the template
Duplicate: create another copy of the template
Properties: view or change the template settings

When you click on a template, the full template of record fields and subfields display with a new record number in parenthesis.


Inventory Information and Physical Item
Editor

N
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In Alma, inventory information for physical resources includes both Holdings and Item records.


Inventory Information

Working on - Versions of academic (9925741300521), Created by

Bibliographic| connie.braun (2014/11/12 08:32:17 CS5T), Modified by Almallser18

(2018/08/07 08:02:06 CDT)
| LDR 01446cam##22003258#4500)
001 9925741300821 1 Library: Graduate Library Location: Stacks View
005 20180807080206.0 Call Number- KFATT2 F5677 2014
008 1404015201 48 UHHREHEDIARH00 1 #0%engHC \ND of items: 1 Available: 1
010 $%a ~*2014013079
020 B%z 9780226170251
040 $%a ICW/DLC $8b eng $%e rda $$c ICU
042 $8a pec
043 $%a n-us—
050 0 0 %$%a KF4772 $$b F5677 2014
0820 0 $%a371.1/04 $52 23
100 1 $%a Fish, Stanley E., $%c 1938 - $%e author.
245 1 0 $%a Versions of academic freedom : $$b from professionalism to
revolution [ $$c Stanley E. Fish.
263 $8a 1409
264 1 $%a Chicago : $$b The University of Chicago Press, $8c 2014.

Holdings(1) | Portfoliof0) Representation(0)

Electronic Collection(0)
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From any bibliographic record, we can easily navigate to the inventory information we have for titles in the collections. We can identify whether or not we have electronic resources, digital resources or continue working on the physical inventory by viewing items.

With a MARC21 bibliographic record in the left pane, and use the short cut (Ctrl + I) or the menu (Tools > View Inventory) to see the details.


Inventory Search

e The soul of an octopus : a surprising exploration into the wonder of :onsciousness,l Edititem | Request ==
- Sy Montgomery.

i 3
5 * i Book By Montgomery, Sy, (New York : Atria Call Number: QL430.3.02
‘oo Books,2015.) M66 2015
Barcode: 2310514519 r:all Number Type: Library
Update Date: 07/08/2016 of Cc-ngress_ classification
Library: Science Library Status: Item in place
Expected Arrival Time: - Due h?ck: -
On Hold Expiration Date: - Material Type: Book
Due Date: -
Needed By: -
Until: -

Permanent Location: Science Stacks

Other details

N
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Thus far, we have been looking primarily at Bib and Holdings records. Let’s go on to reviewing the options available for Item records. This includes:

Adding a new Item to an existing holdings record
Updating an Item record
Withdrawing an item

Physical item records may be accessed most directly from the results of the Physical Items search. Clicking the in-line Edit Item link from the results screen opens the Item record in edit mode.


Physical Item Editor

< Physical Iltem Editor

Holdings ID 2210709940000521
Barcode 2351013362
Process 5

type

P—

General ENUM/CHRON Notes History
——

General Information

Holdings  Science Library: Science Stacks; QL430.3.02 M66 2015

Item ID 2310709930000521
Status Item in place

Barcode l 351013562

Generate

Material type Book
Provenance
PO Line POL-7731
Receiving date 2017/05/03
Enumeration A
Chronology |
Description

Pages

X | %

Generate

Copy ID
Item policy
Is magnetic

Issue date

Expected receiving
date

Enumeration B

Chronology J

Pieces

Relink to another bibliographic record Cancel

[TI@ The soul of an octopus : a surprising exploration into the wonder of consciousness / Montgomery, Sy, autho® v
““ " Atria Books, New York : 2015 [1451697716 (hardback)]

View all holdings
View all items
Browse shelf lis...

2016/12/13 X M=

exLibns.
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The Item Editor interface contains four tabs. Let’s begin by reviewing the General tab where we see most of the item level details. Things such as barcode, material type, and fulfillment policy are managed and edited here.


Physical Item Editor

< Physical Item Editor

" 0@ The soul of an octopus : a surprising exploration into the wonder of consciousness / Montgomery, S
©— = uthor. Atria Books, New York : 2015 [1451697716 (hardback)]
j ‘ :‘* | Holdings Science Library: Science Stacks; QL430.3.02 M66 2015
(WA Holdings 2210709940000521 View all holdin...
D Barcode 2351013562 ltemID  2310709930000521
View all items Process - Status Item in place Browse shelf li...
type
General ENUM/CHRON Notes History
Enumerations W

Year of issue -

Enumeration A Chronology |
Enumeration B Chronology J
Enumeration C Chronology K
Enumeration D Chronology L
Enumeration E Chronolooav B



Presenter
Presentation Notes
ENUM/CHRON Information tab provides information about chronology and enumeration of the item (e.g., volume and year) along with a textual description. Clicking ‘Generate’ will automatically populate the Description field with concatenated contents of the Enumeration and Chronology fields. Ordinarily, of course, we wouldn’t be inserting enumeration or chronology information for a single volume monograph, so let’s leave that be. 


Physical Item Editor

< Physical Item Editor Cancel
5@ The soul of an octopus : a surprising exploration into the wonder of consciousness / Montgomery, ) i

General

uthor. Atria Books, New York : 2015 [1451697716 (hardback)]

Holdings Science Library: Science Stacks; QL430.3.02 M66 2015

Holdings 2210709940000521 View all holdin...
D Barcode 2351013562 Item ID 2310709930000521
View all items Process - Status ltem in place Browse shelf li...
type
Y e
ENUM/CHRON Notes History
——

Functional Notes

Public note

Fulfillment note

Internal Notes

Internal note 1

Internal note 2

Internal note 3

N
© 2019 Ex Libris | Confidential & Proprietary ? CALIDFIS@

a ProQuest Company


Presenter
Presentation Notes
The Notes tab allows operators to store specific item-level notes, which can be viewed and managed by other inventory operators working in Alma. Of particular interest here is that the Fulfillment note will function as a pop-up for Circulation Desk operators.


Physical Item Editor

© 2019 Ex

< Physical Item Editor

The soul of an octopus : a surprising exploration into the wonder of consciousness / Montgomery, Sy, author. Atria Bods,v
New York : 2015 [1451697716 (hardback)]

Holdings Science Library: Science Stacks; QL430.3.02 M66 2015
Holdings ID  2210709940000521 View all holdings
Barcode 2351013562 Item ID 2310709930000521 View all items
Process type - Status Item in place Browse shelf listing
General ENMUM/CHRON Notes History
"
Reporttype @ Item changes Holdings changes Fulfiliment activities
Field name -« (& B O
» Date 4 Operator 4 Field Name 0Old value New Value
Itemisin t
1 2018/06/13 11:53:00 CDT System em .Ism emporary No
location
2 2017/05/05 12:30:47 CDT connie.braun [z Process type Transit =

3 2017/05/03 07:13:17 CDT

connie.braun

Receiving operator - connie braun

4 2017/05/03 07:15:17 CDT connie.braun [z Receiving date - 2017-05-03
5 2017/05/03 07:15:17 CDT connie.braun Process type = Transit

6 2017/05/03 07:15:17 CDT connie.braun [z Process type Acquisition =

7 2017/05/03 07:15:16 CDT connie.braun Modification date  2015-10-30 2017-05-03
8 2017/05/03 07:15:16 CDT connie.braun [z] Barcode A13562 2351013562
9 2016/12/1307:2446 CST ~ System S S 20161213

B o R e e e | | s 2, = T N o e
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a ProQuest Company
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The History tab provides item level related reports and services when you are editing the item. The following reports are available:

Generate full administrative metadata report for the item. This report allows staff to view all details which are indexed and defined for the item in one succinct report screen.
Report of events where this item is involved allows staff to view an audit trail of any actions which involved the item. This may include which staff edited the item, or any other change to the item such as location or holdings changes.
Report of fulfillment activities for this item


Physical Item Editor

< Physical Item Editor cancel

¢ List of Items Back

[T7T@ The soul of an octopus : a surprising exploration into the wonder of consciousness / Montgomery, Sy, author. Atria Books, Nv
" ew York:2015[1451697716 (hardback)]

Location Science Library: Science Stacks; QL...

View all holdings

1-10f1 | callnumber - Q Sort routine =

© Add Item Bind Items Change Holdings Open Predicted Items Withdraw items Relink to another Bib B 94

Y Status: all ~

Barcode Library Location Call Number Iz:::;::w Process type  Receiving date
T 2351013562 Science Library Science Stacks QL430.3.02 M66 2015 No Item in place L 017/05/03 e
View
Edit
Duplicate

Change Location
Withdraw

Toggle Missing Status

ork Order
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…we are able to see [CLICK] the list of items associated with this bibliographic and holdings combination.

From the list of items, I can click on the in-line ‘Actions’ button to see several options
View – Opens the item record in read-only format
Edit – Opens the item record for editing
Duplicate – Duplicates the existing item record and links it to the current holdings record
Change Location – Moves item record, to an temporary location for example – there is more on this later
Withdraw – Deletes the item record from the inventory
Toggle Missing Status – Applies missing status to this specific item
Work Order – Associate this item with the Work Order, perhaps for repair to be performed, barcode replaced or other activities


We may also Add an item at this stage. When clicking on the Add Item button…


®)

Add New Item

< Physical Item Editor

Relink to another bibliographic record Save and Edit

The soul of an octopus : a surprising exploration into the wonder of consciousness / Montgomery, Sy, author. Atria Books,v
New York : 2015 [1451697716 (hardback)]

Holdings
Holdings ID
Barcode

Science Library: Science Stacks; QL430.3.02 M66 2015

Process type -

General Information

Barcode 2310514519
Material type Book
Provenance
PO Line Select from a list

Receiving date
Enumeration A
Chronology |

Description

Item ID
Status

Generate

Generate

Copy ID

Item policy
Is magnetic

Issue date

Expected receiving
date

Enumeration B

Chronology J

View all holdings
View all items
Browse shelf listing
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…the physical item editor opens. Here you may add item related details, such as barcode, material type, Copy ID, replacement cost, inventory date, specify an exception for the fulfillment policy if required, include additional details on the permanent or temporary location when appropriate. Once all details are added, click on the Save button in the upper right corner to save the new item. 

By using Duplicate option, the physical item editor creates a new item, based on the details of the existing item. This may save time for adding repetitive information.

In most cases, items will be added during the Acquisition workflows and will likely not require this kind of manual handling. Even so, it is important to know that the manual handling option is available.

In Alma, perform Physical Titles search for An ocean of air by Gabrielle Walker or High crimes by Michael Kodas to add an Item record.


Withdrawing Items

Salt- water ballads / by John Masefield.

Book By Masefield, John, (New York : The Macmillan
Company 1913.)

cap / ~ Barcode: 90473
Update Date: 2016/07/08
Library: Main Library
Expected Arrival Time: -
On Hold Expiration Date: -

s =i

" |

Call Number: PR6025.A77 53
1913

Call Number Type: Library of
Congress classification

Status: Item in place
Due back: -
Material Type: Book

Edit Item Request

Work Order

Withdraw

Holdings
Display in Discovery

Items

Confirmation Message

Please note the following:

© Are you sure you want to withdraw the item?
Are you sure you want to perform this action?

Cancel Confirm
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You may delete an item from the repository by performing a Physical Items search, opening the More actions menu and selecting the Withdraw option. [CLICK] A confirmation message appears requesting that the staff operator confirm that the item can be deleted.


Withdrawing Items

Last Item of this Holdings Deleted

© Item has been successfully deleted

Last item(s) of
Holdings

record deleted
or moved. What () Delete the holdings record
do you want to
do with the
holdings
record?

() Don't change the holdings record

() Suppress the holdings record from discovery

@ Delete bibliographic record (unless other holdings are present)
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In this example, the situation has occurred that this item is the last one associated with the current holdings for this title. We are asked what we want to do:

Don’t change the holdings record
Deleted the holdings record
Suppress the holdings record from discovery
Delete bibliographic record (unless other holdings are present)

In this way, the staff operator decides whether or not further effort should be made with regard to the Bib and Holdings record or if the repository should be cleaned up and all trace of the item with its Holdings and Bib should be deleted.

In Alma, perform a Physical Items search for Harold : the last of the Saxon kings by Edward Bulwer Lytton or The education of Shakespeare by G.A. Plimpton and click on More actions link to Withdraw item.


Wrap-Up

i ExLibris.
© 2019 Ex Libris | Confidential & Proprietary 58 a ProQuest Company


Presenter
Presentation Notes
Wrap-up


Conclusion

* Data structure for physica
* Working in the Metadata
* Importing records from exte
* Adding inventory (Holdings a
* Withdrawing items

e Questions?
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This brings this introductory session on Cataloging and Working with Physical Inventory to a close. Are there any remaining questions?
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Thank you for joining us.
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