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Creating Sets and Running Jobs
Sub-title here

Presenter name

Presenter
Presentation Notes
Before the session
Slide 23—Check to see that you have a set with an appropriate header to use as an example. 
/Shared Folders/Clean Training/Reports/Physical Items/Items in transit for more than 10 days

Slide 36—Create/identify a set of records and know what job you’re going to run. 
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What is a Set?

•A set is a collection of records, such as 
users or the results of a repository search. 

• There are two kinds of sets:
• Itemized – Individual records, selected or uploaded by the user. 

• Set is static – members can be added or removed manually.

• Logical – A saved search query, which is run every time the set is 
referenced.

• Set content is dynamic – results reflect information currently in the 
repository.
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Types of Sets

Resource Management sets 
•Titles, Authorities, Collections 
•Digital/Electronic/Physical 
resources

Acquisition sets
•PO Lines, or Vendors

User sets
Reading List Sets

Presenter
Presentation Notes
You can make sets of a number of records in Alma. 
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User Roles
For Resource Management content type sets, one of the following roles is required:

Cataloger Electronic/Digital Inventory Operator
Catalog Manager Repository Manager
Catalog Administrator Requests Operator
Note: A General System Administrator, Fulfillment Administrator, or Requests Operator can create an 
itemized physical items set related to a loan status on the Manage Fulfillment Sets page

For Acquisition content type sets, one of the following roles is required:
Purchase Operator (PO line set only) Acquisitions Administrator
Purchase Manager (PO line set only) General System Administrator
Vendor Manager (Vendor set only)

For User sets, one of the following roles is required:
User Manager User Administrator

For Reading List sets, one of the following roles is required:
Course Reserves Operator/Manager Fulfillment Services Operator/Manager

To remove records from sets created by others, you must have the Repository Manager role.

Presenter
Presentation Notes
The user roles that are permitted to make and work with sets are tied to the specific content area of the set. 
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Creating and Managing Sets

5
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Create a Set

One way to create a set is from the Admin 
menu.
Admin Manage Jobs and Sets 
Manage Sets

Presenter
Presentation Notes
One way to create a set is from the Manage Sets workbench available via the Admin Menu. [CLICK]


An option to add a set appears on the Manage Sets page
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Create a Set

Presenter
Presentation Notes
The first question is if this set is going to be logical (the results of a search query) or itemized (selected records). 

For this example we will select logical. [CLICK]

Set the Content Type of the set from the drop down menu available to you. The options available in this menu are dependent on the user roles that are associated with your user record. 

I will select All Titles to create a logical set of bibliographic/metadata records. 
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Create a Set—Logical 
Sets can be set to private or public
Sets can have a status of Active or Inactive

Presenter
Presentation Notes
By default, the set is designated as a Private (Yes) set. This means that the set is only available to you. If you select No, the set becomes a public set and is available to other users in your Alma environment.

By default, the Status is set to Active. Optionally, select Inactive.
Inactive sets are not available for jobs to be run on them

The Content Origin field indicates the origin of the source records, which is set to Institution only. For Primo VE environments, you may also select the Discovery option, which allows you to create sets that consist of unsuppressed records that are based on metadata used by the Primo VE index (such as Resource Type = Newspapers).

[CLICK]
Fill in the required set name on the form and click Next
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Create a Set—Logical 

Execute a simple or advanced repository search 

Presenter
Presentation Notes
You are brought into the Repository Search. Enter your search term or terms in the persistent search box and execute the search. 

After the search results appear Click the Save button 
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Create a Set—Logical 
Set is available on the My Sets Tab
The Actions menu options differ based on the type of set

Presenter
Presentation Notes
The set is saved on the My Sets tab. [CLICK]

Clicking on the Action menu [CLICK]
Displays number of options that you can do with a logical set of records. 








© 2019 Ex Libris | Confidential & Proprietary 11

Actions Menu Options—Logical Set of Metadata Records

Action Description

Edid Modify set parameters

Catalog set Opens the records in the MD Editor

Results Run the search query and display the results

Duplicate Copy the set

Itemize Convert a set from logical to itemized

Combine sets Create a new set based on the members of two 
existing sets

Filter set Allow indication rules to be applied to the set

Delete Delete a set

Presenter
Presentation Notes
Actions Menu Options – for logical sets
Edit--Modify the set parameters; see Editing Logical Sets.
Catalog Set—Opens up the Metadata Records in the Metadata Editor
Results--Run the saved search query and display the results; see Viewing Results of Logical Sets.
Duplicate--Copy a set. The duplicated set is added to the Manage Sets page with the words Copy of added as a prefix to the set name.
Itemize--Convert a logical set to an itemized set. Select Confirm in the Confirmation Message dialog box; see Converting Logical Sets to Itemized Sets.
Combine Sets--Create a new set based on the members of two existing sets; see Combining Sets.
Filter Set—allows indication rules to be applied to the set to filter the results. 
Delete--Delete a set. Select Confirm in the Confirmation Message dialog box. You can delete only sets that you created. A Repository Manager can delete any set.
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Create a Set—Logical 

Presenter
Presentation Notes
Another way to create a logical set is by using the Save Query button available in the header of the persistent search bar. [CLICK]

Clicking on that button brings you to the Set Details page. 
Fill in the Set name and Click Save to create the set. 

Go to Alma and create two logical sets 
From the Admin > Manage Jobs and Sets > Manage Sets workbench
a. add set logical
b. Set name = Iceland
c. All titles/Keyword search Iceland
d. Save

2. From the repository search
1. All titles/Keywords = victorian England
2. Save Query
3. Set name = Victorian England
4. Save

Choose 1-2 of the actions available on the Manage Sets page to demonstrate some of the options
Catalog Set—brings up MD records in MD Editor
Results—brings up the results of the saved query
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Create a Set—Itemized 

Presenter
Presentation Notes
From the Admin menu choose Manage Sets under the Manage Jobs and Sets heading. [CLICK]

On the Manage Sets workbench select Add set  Itemized 
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Create a Set—Itemized 

Presenter
Presentation Notes
Items may be added to the set three ways. 

Through searching the repository [CLICK]
From a file of records [CLICK]
From an analytics report [CLICK]

We will start with the first option, searching the repository
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Create a Set—Itemized 

Presenter
Presentation Notes
I have added a set name and chosen to make an itemized set of physical items. [CLICK]

Clicking Add Member to Set brings me to the Search Repository form. 
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Create a Set—Itemized 

Presenter
Presentation Notes
You can check the Select All box or choose which records to add to the set by clicking the boxes next to the result number. 

Once you have made your selections clock Add Selected. [CLICK]

Acknowledge the on-screen notification click Done. 
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Create a Set—Itemized 

Presenter
Presentation Notes
The itemized set of records has been added to your list of sets. 

Go to Alma and create an itemized set of records

I want to know which items are in my Acquisitions Department/Technical Services that belong to the Science Library

Admin  Manage Jobs and Sets  Manage Sets
Add Set  Itemized
Set Details
     a. Set name – Science Library Items in Acquisitions Department
     b. Set content type = Physical items
     c. Add Members to Set
4. Go to Advanced Search
5. Physical items search
     a. Process type = Acquisitions
     b. Library (Holdings) = Science Library
6. Select some or all of the results and click [Add Selected] and [Done]
7. Set appears in Manage Sets list as an itemized set. 
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Create a Set—Itemized 

• The imported file must be a text file (.txt or .csv) or Excel file (.xls or .xlsx) and 
have the correct header at the top of the column for the data to be read 

• If the Excel file has more than one column, it utilizes the first column of data 
that has a valid header type 

• All other information in the file is disregarded 
• Once the file is selected click Save—Add Members to Set has no functionality 

in this workflow

Presenter
Presentation Notes
Now we will create an itemized set of records by uploading a file of records. 

This is a partial screenshot of the Set Details form (accessed from  Admin  Manage Jobs and Sets  Manage Sets   Add Set  Itemized)

The user clicks on the file icon and selects the file of records to be used. 

Read through the points on this slide. 
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Create a Set—Itemized 

• Consult the Customer Knowledge Center for information about 
Content Types and their acceptable headers 
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(En
glish)/050Administration/070Managing_Jobs/060Managing_Search_Queries_and_Sets#Creating
_Itemized_Sets

• A video of creating an itemized set by uploading a list of 
identifiers is available for you to view

https://www.youtube.com/watch?v=MVhRtCyTCs0&feature=youtu.be

Presenter
Presentation Notes
--link to the CKC for Content Types and Headers. The table containing this information is important. 


--The video is 1:53 seconds. 
--Recommend that attendees go back and review the video. The link to the video is also available on the page from the link above. 


https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/050Administration/070Managing_Jobs/060Managing_Search_Queries_and_Sets#Creating_Itemized_Sets
https://www.youtube.com/watch?v=MVhRtCyTCs0&feature=youtu.be


© 2019 Ex Libris | Confidential & Proprietary 20

Create a Set—Itemized 

Presenter
Presentation Notes
The third way to create a set of itemized records is from Analytics. 

Working from the Set Details form (accessed from  Admin  Manage Jobs and Sets  Manage Sets   Add Set  Itemized) 
I select the radio button marked From Analytics
I navigate to the my institution’s folder and select the report from which I want to create. 
I can preview the report by selecting Download Report. [CLICK]

Ensure that all required fields are filled in correctly and click Save.

This kicks off a job in Alma. 
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Create a Set—Itemized 

Presenter
Presentation Notes
A notification appears on screen that the set was saved and a job is running that will populate the set. 

Navigate to Admin  Manage Jobs and Sets  Monitor Jobs to monitor the job. 
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Create a Set—Itemized 

Presenter
Presentation Notes
Once the job has completed the set appears in your list of sets.

You can click on the Actions button and choose Members to see the list of results in Alma
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Create a Set—Itemized 

Presenter
Presentation Notes
Results as they appear in Alma. 

Note the Set name and type at the top of the result list. 

Go into Alma and create an itemized set of records from an Analytics query

1. Admin  Manage Sets and Jobs  Manage Sets 
2. Add Set Itemized
3. Fill in set name
4. Set content type = Physical items
5. Click the From Analytics button
6. Navigate to the appropriate folder and report
     Analytic Folder = Clean Training/Reports/Physical Items **Don’t use Recent Reports**
     Name = Items in transit for more than 10 days
7. Click Save

Monitor the job Admin Monitor Jobs and Sets  Monitor Jobs
Return to the Manage Sets page to see the set and pull up the results
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Fulfillment Sets

24
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Fulfillment Sets

Presenter
Presentation Notes
The option to create Fulfillment Sets is accessed from Fulfillment  Advanced Tools  Create Fulfillment Sets [CLICK]

Fulfillment sets are sets of items based on loan status. 
Fill in the Required fields
Make relevant selections 
Click Save [CLICK]

Click on View My Sets to open the Manage Sets Page

Go to Alma and create a Fulfillment Set

Loan Status = Renewed
Click on View My Sets
Click on the Actions  Members to view the results of the set. 
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Running Jobs

26

Presenter
Presentation Notes
So, we’ve created a number of sets. What can we do with them?
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Types of Jobs

Scheduled Jobs
• Run periodically
• Scheduled by Alma or by the predefined job 

scheduling options

Workflow Jobs
• Run automatically when required
• May be rerun if original job failed

Manual Jobs
• Available to run as required
• Run on defined sets of records

Presenter
Presentation Notes
Scheduled jobs
--notices
--activate and deactivate courses
--expired hold shelf
--SUSHI harvesting
Available at Admin  Manage Jobs and Sets  Monitor jobs  Scheduled tab

Workflow jobs
--Export Orders (PO) Job

Manual Jobs
--what we’re talking about today
--These jobs are available to run by you as required. 



© 2019 Ex Libris | Confidential & Proprietary 28

User Roles
Acquisitions Administrator Purchasing Operator 
Catalog Administrator Repository Administrator
Catalog Manager Repository Manager 
Digital Inventory Operator Repository Operator
Digital Inventory Operator Extended Requests Operator
Fulfillment Administrator User Administrator
General System Administrator User Manager
Purchasing Manager

Only the jobs that you can run appear to you on the Run a Job page. 

Presenter
Presentation Notes
To run a manual job you must have roles that enable you to 
 a. Access the run a job page and
b. Run the job

Only the jobs that you can run appear to you on the Run a Job page. 
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Running Jobs

• Jobs permanently change data in your Alma environment.
• The list of jobs can be found in the Knowledge Center
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_
Online_Help_(English)/050Administration/070Managing_Jobs/020Running_Ma
nual_Jobs_on_Defined_Sets#Manual_Jobs_and_Their_Relevant_Parameters

With great power comes great responsibility.
Test in sandbox. Test in production.

Presenter
Presentation Notes
The list of jobs is quite long and serve a number of functions in Alma.
--Adding records
--Deleting records
--Normalizing records
--Editing records
--Exporting Records
These jobs permanently change data in your environment [CLICK]
“With great power comes great responsibility”[CLICK]

Test in sandbox. Test in production.

Click the link to show the table in the CKC


https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/050Administration/070Managing_Jobs/020Running_Manual_Jobs_on_Defined_Sets#Manual_Jobs_and_Their_Relevant_Parameters
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Restoring Records Removed or Changed by Jobs

• Withdraw items
• Delete portfolios
• Delete bibliographic records
• KORMARC/MARC 21/UNIMARC normalization
• Change holdings information
• Authorities-preferred term correction
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_
Online_Help_(English)/050Administration/070Managing_Jobs/020Running_Ma
nual_Jobs_on_Defined_Sets#Restoring_Records_Removed_or_Changed_by_Jo
bs

Presenter
Presentation Notes
Some (not all) jobs can be corrected. 

Follow link to find out more about restoring jobs. 

Some items to note when restoring jobs—from the link

Be careful when running the Restore Jobs functionality, as it is not possible to roll it back.
The restore job cannot properly handle any type of suppressed record (bibliographic or holdings).
The restore job functionality is not currently supported at all when working with a Network Zone.




https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/050Administration/070Managing_Jobs/020Running_Manual_Jobs_on_Defined_Sets#Restoring_Records_Removed_or_Changed_by_Jobs
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Run a Job

Presenter
Presentation Notes
Have a set of records already created.
Know what you want to do with those records

Access job from Admin  Manage Jobs and Sets  Run a Job
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Run a Job

• Search for job by description or name
• Limit list of jobs by type
• Reorder list of jobs by sorting on column headers

Presenter
Presentation Notes
[CLICK] You can search for a job by description or name.
[CLICK]You can limit the list of jobs by type
[CLICK]You can reorder the list of jobs by clicking on column headers


The list of jobs that are presented are the jobs that you have the permission to run based on your user roles. 
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Running a Job

Presenter
Presentation Notes
Notice the circles that show you that you’re going to be using a wizard.
The number of steps depend on the job you select. 

[CLICK] Identify the job you want to run
[CLICK] Click Next
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Running a Job

Presenter
Presentation Notes
3. [CLICK] Identify the set of records
4. [CLICK] Click Next
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Running a Job

Presenter
Presentation Notes
5. Select any relevant parameters
6. [CLICK] Click Next
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Running a Job

Presenter
Presentation Notes
7. Revie your selections
8. [CLICK] Click Submit to run the job



Run a job in Alma
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Monitor Jobs

37
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Monitor Jobs

Presenter
Presentation Notes
The job has gone into a queue to be run. 
You can monitor the job by going to Admin  Manage Jobs and Sets  Monitor Jobs

The time that it will take depends on factors such as the size of the set and how time of day (are other processes running).
Alma will run the job when it has ample processing resources.

[CLICK] On the Monitor Jobs page there are three tabs
Scheduled—System jobs that are scheduled to be run on your environment
Running—Jobs that are queues and/or currently running
History—Completed jobs (scheduled and manual)

Go into Alma and look at information on the three tabs
Point out the refresh button to update the progress of a job.
Choose a timeframe and look at a job’s history
Note the report on a completed job 

Look at the job that you just completed. 
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Conclusion

39
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Overview

• Types of Sets
• Logical
• Itemized
• Fulfillment

• Creating and Managing Sets
• Running Jobs
• Monitoring Jobs

Questions?
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Thank you!
jenny.draeger@exlibrisgroup.com
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