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I Didn’t Know You Could Do That in Alma!
Kristen Fredericksen



Click to edit Master title style

Alma

• Interface

• Acquisitions

• Fulfillment

• Resources

Alma adjacent

• Analytics

• Primo VE

Agenda



Click out of 
advanced search

• There’s a small button 

that closes advanced 

search. You don’t have 

to refresh the page to 

exit.

Interface



Help For This 
Page

• This menu item will send 

you to a documentation 

page relevant to your 

current Alma screen. The 

link goes to a different 

help page depending on 

where you are in Alma.

Interface



Hide icons

• Declutter your menu by 

hiding the icons you 

rarely use. They will still 

be available with an 

extra click.

Interface



Hot keys

• Enable or disable 

keyboard shortcuts. You 

may want to enable 

them to reduce mouse 

clicking. You may want 

to disable them if other 

programs are already 

using them.

• Ex Libris documentation: 

Global Alma Hot Keys

Interface

https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/010Getting_Started/050Alma_User_Interface_%E2%80%93_General_Information/The_Alma_User_Interface#Global_Alma_Hot_Keys


Hot keys 
(continued)

Interface



Jump to page

• There’s a small box 

where you can type a 

page number. You don’t 

have to scroll to the 

bottom of the page.

Interface Video



Recent entities

• View bib records; 

holdings; items; 

electronic portfolios, 

services, and collections; 

and other things that you 

worked on within the last 

14 days.

• What you can view 

depends on your role.

• Ex Libris documentation: 

Recent Entities List

Interface

https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/010Getting_Started/050Alma_User_Interface_%E2%80%93_General_Information/The_Alma_User_Interface/011Recent_Entities_List


Sandbox link

• Go directly from Alma 

production to your 

sandbox.

• An administrator may 

need to configure it, but 

anyone with an Alma 

role can use it.

Interface



Thumbnails 
(Alma)

• Display a thumbnail or 

generic image for every 

title in Alma search 

results.

• Catalog Administrator 

must configure it, but 

anyone with an Alma 

role must use it.

• Ex Libris documentation: 

Customizing the 

Thumbnail Display

Interface
Configuration  

Menu
Resources

Search 
Configuration

Repository 
Search 

Thumbnails

https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/040Resource_Management/080Configuring_Resource_Management/020Configuring_Search#Customizing_the_Thumbnail_Display
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/040Resource_Management/080Configuring_Resource_Management/020Configuring_Search#Customizing_the_Thumbnail_Display


Auto package PO 
lines on demand

• Run the job to package 

PO lines outside its 

scheduled time.

• Run by Acquisitions 

Administrator or General 

System Administrator.

• Ex Libris documentation: 

Scheduled Jobs: PO 

Line Packaging

Acquisitions
Configuration  

Menu
Acquisitions Other

Acquisitions 
Jobs 

Configuration

https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/050Administration/070Managing_Jobs/030Scheduled_Jobs#PO_Line_Packaging
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/050Administration/070Managing_Jobs/030Scheduled_Jobs#PO_Line_Packaging


Change vendor

• Change the vendor in a 

sent order without 

reopening it or running a 

job on a set.

• Ex Libris video: Change 

Vendor of a Purchase 

Order

Acquisitions
Production 

Menu
Acquisitions

Advanced 
Tools

Change 
Vendor In 

Order

https://youtu.be/y3Nl7jiq89Y?si=K0nGHlIetR0C-hng
https://youtu.be/y3Nl7jiq89Y?si=K0nGHlIetR0C-hng
https://youtu.be/y3Nl7jiq89Y?si=K0nGHlIetR0C-hng


Ledger Creation 
Details

• The “i” button displays 

who created the ledger 

and when they created 

it.

• Available for Ledger 

Manager and Fund-

Ledger Viewer (view 

only).

Acquisitions
Production 

Menu
Acquisitions

Acquisitions 
Infrastructure

Funds and 
Ledgers



Relink closed 
POLs

• Clean up records, 

inventory, and 

acquisitions data by 

relinking. Change the 

filter to “All” to include 

closed POLs.

• Available to various 

roles.

• Ex Libris documentation: 

Closing, Reopening, and 

Relinking PO Lines

Acquisitions

https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/020Acquisitions/Purchasing_-_New_Layout/Receiving_Material_-_New_Layout/Closing%2C_Reopening%2C_and_Relinking_PO_Lines_-_New_Layout
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/020Acquisitions/Purchasing_-_New_Layout/Receiving_Material_-_New_Layout/Closing%2C_Reopening%2C_and_Relinking_PO_Lines_-_New_Layout


Reload EDI 
invoices

• There’s a button in the 

invoice that allows you to 

reload the EDI file. This 

is useful if you want to 

link purchase order lines 

or undo errors.

• Ex Libris documentation: 

Working with EDI Files

Acquisitions Video

https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/090Integrations_with_External_Systems/020Acquisitions/020Electronic_Data_Interchange_(EDI)#Working_with_EDI_Files


Reopen previous 
fiscal period

• Post purchase order 

lines and invoices to 

previous fiscal years by 

reopening the fiscal 

period.

• You may need to  

reactivate the old ledger.

• Configured by 

Acquisitions 

Administrator or General 

System Administrator.

Acquisitions
Configuration 

Menu
Acquisitions General

Fund and 
Ledger Fiscal 

Period



Attach to request

• Attach a specific item of 

a multivolume set to a 

patron request. This is 

needed when a request 

was placed on the title 

level and there are 

multiple items available.

Fulfillment
Production 

Menu
Fulfillment

Scan in 
items



Fulfillment 
Configuration Utility

• Check how an item will 

behave without checking 

it out to a patron. This 

will ensure that your loan 

statistics remain 

accurate.

• Available to various 

roles.

• Ex Libris documentation: 

Fulfillment Configuration 

Utility

Fulfillment
Configuration  

Menu
Fulfillment

Advanced 
Tools - Loans

Fulfillment 
Configuration 

Utility

https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/030Fulfillment/070Advanced_Tools/010Loans/010Fulfillment_Configuration_Utility
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/030Fulfillment/070Advanced_Tools/010Loans/010Fulfillment_Configuration_Utility


Patron has 
institutional record

• Create a short patron 

record that will be 

overlaid by an external 

patron system (e.g., 

SIS).

• Ex Libris documentation: 

Registering Patrons

Fulfillment
Production Menu Fulfillment Checkout/Checkin

Manage Patron 
Services

Register New User

https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/030Fulfillment/040Circulation_Desk_Operations/040Managing_Patron_Services#Registering_Patrons


Scan in messages

• Choose which alerts 

appear and how they 

appear when items are 

scanned in.

• Configured by General 

System Administrator or 

Fulfillment Administrator.

• Ex Libris documentation: 

How To Configure Scan-

In Alerts

Fulfillment
Configuration  

Menu
Fulfillment

Physical 
Fulfillment

Scan In 
Messages 

Configuration

https://knowledge.exlibrisgroup.com/Alma/Best_Practices_and_How-Tos/Fulfillment/How_Tos/How_To_Configure_Scan-In_Alerts
https://knowledge.exlibrisgroup.com/Alma/Best_Practices_and_How-Tos/Fulfillment/How_Tos/How_To_Configure_Scan-In_Alerts


Controlled 
Vocabulary Registry

• Suggest common words 

and phrases in 

bibliographic records. 

Save staff time and 

reduce errors from 

manual typing.

• Configured by Catalog 

Administrator or General 

System Administrator

• Ex Libris Documentation: 

Configuring Controlled 

Vocabulary Registry

Resources

https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/Metadata_Management/210Metadata_Management_Configuration/Configuring_Cataloging#Configuring_Controlled_Vocabulary_Registry
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/Metadata_Management/210Metadata_Management_Configuration/Configuring_Cataloging#Configuring_Controlled_Vocabulary_Registry


Controlled 
Vocabulary Registry 
(continued)

1. Create the controlled 

vocabulary.

Resources
Configuration 

Menu
Resources Cataloging

Controlled 
Vocabulary 

Registry



Controlled 
Vocabulary Registry 
(continued)

Resources
Configuration 

Menu
Resources Cataloging

Metadata 
Configuration

MARC21 
Bibliographic

2. Assign the controlled 

vocabulary to a MARC 

subfield.



Merge and 
combine - manual

• Merge duplicate bib 

records and attach 

inventory to new 

combined record.

• Can be used by:
• Catalog Administrator

• Catalog Manager

• General System Administrator

• Ex Libris documentation: 

Using Merge Records 

and Combine Inventory

Resources Metadata 
Editor

Record 
Actions

Merge & 
Combine

https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/040Resource_Management/070Advanced_Tools/Using_Merge_Records_and_Combine_Inventory
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/040Resource_Management/070Advanced_Tools/Using_Merge_Records_and_Combine_Inventory


Merge and 
combine - job

• Merge duplicate bib 

records and attach 

inventory to new 

combined record.

• Can be used by:
• Catalog Administrator

• Catalog Manager

• General System Administrator

• Ex Libris documentation: 

Using Merge Records 

and Combine Inventory

Resources
Production  

Menu
Resources

Advanced 
Tools

Merge Record 
and Combine 

Inventory

https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/040Resource_Management/070Advanced_Tools/Using_Merge_Records_and_Combine_Inventory
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/040Resource_Management/070Advanced_Tools/Using_Merge_Records_and_Combine_Inventory


Metadata Editor - 
Open Form Editor

• Display possible values 

for MARC 21 fixed fields 

so you don’t have to 

consult a manual.

• Can be used by:
• Cataloger

• Catalog Manager

• Catalog Administrator

• Ex Libris documentation: 

Open Form Editor

Resources Metadata 
Editor

Editing 
Actions

Open Form 
Editor

https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/Metadata_Management/014Navigating_the_Metadata_Editor_Page#Open_Form_Editor


Metadata Editor – 
Quick links

• Create links to most-

used menu items above 

the Metadata Editor.

• Can be used by:
• Cataloger

• Catalog Manager

• Catalog Administrator

• Ex Libris documentation: 

Personalized Quick 

Links to Favorite Actions

Resources Video

https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/Metadata_Management/014Navigating_the_Metadata_Editor_Page#Personalized_Quick_Links_to_Favorite_Actions
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/Metadata_Management/014Navigating_the_Metadata_Editor_Page#Personalized_Quick_Links_to_Favorite_Actions


Reindex records

• Run the “Recalculate 

Local Resource Types 

Job” on a set to reindex 

a group of records 

without Ex Libris 

intervention.

• Run by Discovery – 

Admin.

Primo VE
Production  

Menu
Admin

Manage Jobs 
and Sets

Run a Job



Sort physical 
items (Alma)

• Change the way physical 

items are sorted in Alma. 

Sort by chronology, 

enumeration, library, 

location, and more.

• Configured by various roles.

• Ex Libris documentation: 

Configuring Physical Item 

Sort Routines

Resources
Configuration  

Menu
Resources General

Physical Item 
Sort Routines

https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/Physical_Resource_Management/070_Configuring_Resource_Management/090_Configuring_Physical_Item_Sort_Routines
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/Physical_Resource_Management/070_Configuring_Resource_Management/090_Configuring_Physical_Item_Sort_Routines


Filter in bulk

• Copy large columns of 

data, such as barcodes 

or patron names, into a 

filter without reformatting 

it.

Analytics



Preferences

• Set your default location, 

language, time zone, 

and more in Alma 

Analytics. Change the 

default sort order and 

choose how edited 

analyses open.

Analytics
Analytics My Profile My Account Preferences



Sort physical 
items

• Change the way physical 

items are sorted in Primo 

VE. Sort by chronology, 

enumeration, library, 

location, and more.

• Configured by various 

roles.

• Ex Libris documentation: 

Configuring the Sort 

Order of Physical Items 

in Primo VE

Primo VE
Configuration  

Menu
Resources General

Physical Item 
Sort Routines

https://knowledge.exlibrisgroup.com/Primo/Product_Documentation/020Primo_VE/Primo_VE_(English)/080Configuring_Delivery_Services_for_Primo_VE/Configuring_the_Sort_Order_of_Physical_Items_in_Primo_VE
https://knowledge.exlibrisgroup.com/Primo/Product_Documentation/020Primo_VE/Primo_VE_(English)/080Configuring_Delivery_Services_for_Primo_VE/Configuring_the_Sort_Order_of_Physical_Items_in_Primo_VE
https://knowledge.exlibrisgroup.com/Primo/Product_Documentation/020Primo_VE/Primo_VE_(English)/080Configuring_Delivery_Services_for_Primo_VE/Configuring_the_Sort_Order_of_Physical_Items_in_Primo_VE


Thumbnails

• Display thumbnail 

images in Primo VE. 

Requires a link in the 

bibliographic record.

• Configured by Discovery 

- Admin.

• Ex Libris documentation: 

Configuring Thumbnail 

Templates for Primo VE

Primo VE
Configuration  

Menu
Discovery

Display 
Configuration

Thumbnail 
configuration

https://knowledge.exlibrisgroup.com/Primo/Product_Documentation/020Primo_VE/Primo_VE_(English)/050Display_Configuration/Configuring_Thumbnail_Templates_for_Primo_VE
https://knowledge.exlibrisgroup.com/Primo/Product_Documentation/020Primo_VE/Primo_VE_(English)/050Display_Configuration/Configuring_Thumbnail_Templates_for_Primo_VE


Questions? 
Comments?

kristen.fredericksen@cuny.edu




