Moving Analytics Reports from “My Folders” to your Institution Folder

This information is applicable to those staff who are using Alma Analytics (reporting). It includes special,
time-dependent instructions that must be completed before November 1 for anyone who has used the
“My Folders” in Alma Analytics and wants to save the reports saved in that location.

Ex Libris is upgrading the platform that Analytics runs on to Oracle Analytics Service (OAS) and Data
Visualization (DV). The Ex Libris NAO6 server where |-Share libraries are hosted will be migrated starting
November 1 with work completed by November 8.

The period of November 1-8 is a “freeze period”. Any reports created and any changes made to existing
reports in any folder, not just the “My Folders,” during the “freeze period” will not be migrated. The
freeze period for I-Share libraries begins November 1 and I-Share will be live be on the new Oracle
Analytics Server on November 8.

All current Analytics reports will be migrated, except those in “My Folders”. These are reports that are
only accessible to the specific logged in user. If you want to save those Analytics reports that are in your
“My Folders” locations, you must follow the steps below to move them before November 1, 2020.

1. Login to Alma and select Analytics > Design Analytics or Design Analytics (Primo)
2. Click Catalog to open Folder structure

Home | Catalog | Favorites v | Dashboards v | E New ~ | BS Open v [SignedlnAs carli_jmasciad v

3. Open the My Folders directory

If you have any Reports that need to be Copied to the shared area they will be in the /My Folders
directory.

In the example image below, with “My Folders” highlighted, there is one report that is saved in the
/My Folders location:

B-AsERE- b7 5~ - R E M Location iy Folders
= -

Folders T3 Type Al v/ Sort (Name A-Z v| () show More Details

(3 1y Folders My Dashboard | Last Modified 10/15/2020 8:05:59 PM | Owner 250770420005848_5848_D
U@ My Dashboard 53 Exoand | Open | Edit | Hor

3 Shared Folders xpand | Open | Edit | More >
BAma Open Orders FY20 | Last Modified 10/15/2020 8:40:04 PM | Owner 250770420005848_5848_D
3 Commuriy BB
3 components Open | Edit | More v

(22 kM Library Trust (JKM) —Chicag
[0 carLI_jmasciad
[ Dashboards
[ Prompts
[Dreports
[ Leganto

4. Next create a new Folder in /Shared Folders/[My Institution]/ called your name or some
identifiable name.
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The example below is JKM’s Analytics so the folder will be in /Shared Folders/ JKM Library Trust
(JKM) —Chicago, IL 01CARLI_JKM. Highlight the Institution Folder:

F~ @ EB@“ v b Z B~ 3~ R [[5) Location /Shared Folders/JKM Library Trust (JKM) —Chicago, IL 01CARLI_JKM
Folders B | e ) Sort [Name A-Z | [ Show More Detals
(2 My Folders = Dashboards | Last Modified 7/29/2019 9:00:42 AM | Owner exlobi

> @@ my Dashboard ] o | 1
> D My Repﬁni xpand | More v
e S:d Folders D Prompts | Last Modified 7/29/2019 9:00:42 AM | Owiner exlobi
> ima
> (3 Community Expand | More v
(3 Components E] Reports | Last Modified 7/29/2019 9:00:42 AM | Owner exlobi
> Expand | More v
(2 prompts
> ljRepons
> D Leganto

5. With the Institution directory highlighted, Click the New Icon > Folder

Analysis

Dashboard

7 Filter

Dashboard Prompt
v Condition

Mobile Application

wis| Mobile App £
Published Reporting
Report

Report Job

% Data Model

Style Template

Sub Template
Actionable Intelligence
6 Agent

{‘5} Action

Performance Management
Scorecard

- YG

B8 kp1 Watchlist
Marketing

% Segment

4 segment Tree

% List Format

6. Enter your username, or an easily identifiable name for the new folder. Click OK.

New Folder @ X

Name

OK || Cancel

7. My new Folder and Location is: /Shared Folders/JKM Library Trust (JKM) —Chicago, IL 01CARLI-
JKM/CARLI_jmasciad
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Catalog

B-QcEeEr b2 O~ 9 RE M Location | Shared Folders/IKM Library Trust (KM) —Chicago, IL 01CARL_JKM
Folders @@ Type |All ) Sort [Name A-Z ~) [ show More Details
:"°’d='5 = Dashboards | Last Modified 7/29/2019 9:00:42 AM | Oviner exlobi

@ My Dashboard ]
. Mz R:;::' Expand | More v
e SC,’“:d Folders — Prompts | Last Modified 7/29/2019 9:00:42 AM | Oviner exobi
ma J
> C2 Commurity Expand | More v
’ gmcm”_‘“"“ O a Reports | Last Modified 7/29/2019 9:00:42 AM | Owner exiobi
> [ Dashboards Expand | More v
3 prompts S -
Slrepons E] CARLI_jmasciad | Last Modified 10/21/2020 2:06:46 PM | Owiner 250770420005848_5848_D
> epol
(23 carw1_jmasciad Expand | More v
> (D caRLI jmasciad
> [Leganto

8. Now copy the Local Report from /My Folders to the new /Shared Folders/[Your
Institution]/[Your Folder].
a. Return to the /My Folders and highlight a Report. Select Copy from the top menu.

If you have multiple reports to copy, you can use Shift to highlight them all and once
highlighted, choose Copy from the menu.

= x | Location My Folders
Type

v/ Sort | Name A-Z v Show More Details

20200930 Count of users by group | Last Modified 9/30/2020 3:28:21 PM |
analytics training

Open | Edit | More v

Count of Items Loaned JG | Last Modified 10/15/2020 2:09:58 PM | Owner
20201015

Open | Edit | More v

Count of Items Loaned still active JG | Last Modified 10/15/2020 2:14:45 P
Open | Edit | More v

Count of Items Loaned still active more info JG | Last Modified 10/15/202
Open | Edit | More v

Course Reserves and E-Resources clicks JG | Last Modified 10/15/2020 2:¢
20201015
Open | Edit | More v

b. Highlight the /Shared Folders/[Your Institution]/[Your Folder]. Click Paste from the top
menu.

B-ac@emn- . b (5] JLocation [shared Folders/JKM Library Trust (JKM) —Chicago, IL 01CARLI_JKM/CARL_jmasciad
Folders Bz el | Sort [Name A-Z | (] Show More Details
(D my Folders Open Orders FY20 | Last Modified 10/15/2020 8:40:04 PM | Owner 250770420005848_5848_D
(23 Shared Folders open | Edit| 1
Bama pen | Edit | More v
22 Community
)

|2 JKM Library Trust (JKM) —Chicag

D Prompts
[Dreports
D Leganto

If you have created any reports in your Analytics > Design Analytics (Primo) /My Folders/ you will want
to follow these instructions to copy those reports as well.
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