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(Documentation from: Jessica S. Scott, Ex Libris, and Alma Knowledge Assistant)
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Single Portfolio
1. Bring up the portfolio that you would like to delete.
2. Under the ellipses select Delete.

1 # Los rubios = The blonds / Barry Ellsworth presenta ; una pelicula de Albertina Carri ;
productor, Barry Ellsworth

View

Kan Access Type: Current
Vid Eloctronic Material Create E-Activation Task
Type: Streaming
Video Test access
Creation Date: -
Modification Date:
Portfolio ID: Move
53259820040005612

000561

Report To Ex Libris
Activate

2 Display in Discovery
MMS 1D:
991014828

B Electronic
collection
management level: Ex
Librls

3. When you hit delete a Delete confirmation box will appear asking you to confirm on of the choices by "Handling bibliographic records
without inventory". This is asking what you'd like to happen to the bibliographic the portfolio is attached to if it will no longer have
inventory after you delete the portfolio. Select the best option for your situation.

Delete confirmation

Handling

bibliegraphie

a records
) without
inventory

Do nothing

4

b. Handling bibliographic options:

Do nothing Nothing will happen to the record, and only the portfolio will be deleted. If the
portfolio was the record's only inventory, this will create an orphaned record in the
system.

Delete bibliographic record(s) | This option will delete the record along with the portfolio. If other inventory was
attached to the record those portfolios will no longer be attached to a record.

Suppress bibliographic When the portfolio is deleted the record will be suppressed. If the other active
record(s) inventory is attached to the record, the record will be suppressed for patrons to find
in Primo.
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Single Record
1. Open the record in the Metadata Editor (MDE).

a. From title
i. Click on title.

{ Los rubios = The blonds / Barry Ellsworth presenta ; una pelicula de Albertina Carri ] Edit Record  Order

productor, Barry Ellsworth

Visual material By Carri, A
(INew York, N.Y] - Wome

Language: Spanish MMS 1D,
99101482876260561
200: OCol C111 4 2
OColC)1149;

Record number:
a4

Subject: Carri, Alt
Disappeared perso
Children of di
Argentina. ar
Modification Date:
Creation Date:

Electronic (1) Other details

b. From portfolio
i. Click title

1 Los rubios = The blonds / Barry Ellsworth presenta ; una pelicula de
Albertina Carri ; productor, Barry Ellsworth

Access Type: Current

Electronic Material
Type: Streaming Video

Creation Date
024 10-00:31

Modification Date:
/909094 AANAD

ii. Click Editin the right;hand corner

< Record View Add Holdings  Push to MDE Back

Los rubios = The blonds / Barry Ellsworth presenta ; una pelicula de Albertina Carri ; produ... o >
MARC BIBFRAME

[

LDR 04440cgm a2200901 | 4500
001 991014828762605612

005 20240730100047.0

c. Push Selected to MDE
i. Select need record in the box beside to the left of the title. Then select Push Select to MDE then go to the Show MDE.

< AllTitles (1-10f 1) 9910148287626056

ve 8nd Filter Query

Facets ¥

4 Institution

7
Select Al Sortby: Rank ~ Secondary Sort by : Rank  * 1 rows selected Xp - b o

1 Los rubios = The blonds / Barry Elisworth presenta ; una pelicula de Albertina Carri ; Fdil fnced  Portfolo List
productor, Barry Ellsworth.

Visual material (Projected medium - Language: Spanish
Electronic] two-dimensional moving
image; computer; online resource By
Cari, Albertin K N.Y]
Women Make M

Subject:

MMS 1D
99101482876260561
2

armily

Modification Date: 0

04:06.02 EDT

etails

2. When you are in the MDE make sure the record is open on the right of the screen. Select Record Action to bring down the drop-down
menu, scroll to the bottom and hit Delete Record.
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m Templates Rules Bsawe © QNew (B Record Actions + |/ Editing Actions ~ 4+ Add Inventory ~ B3V
The blonds Cami; 3
MARC21 Bib (1) Holdings DC Los rublos = Duplicate Record productor, Barry Ellsw
P = =
il Btobuceial il c kB Derive New Record
LDR
# Los rublos = Tha blon... (991014628762605612) e
001 29101482
005 20240730 Validate
006 RSOl
Find Matches
007 crtmna—t
007 vzbenzazn (] Show Linkage Information
008 20040982 440
035 s$38 (0Col
035 $8a(0Col  As8N Record 1o Another Cataloger
040 $30YUSY  puease Assignment $$4 YUS $30 BTS $8d OCLO
0411  SSaspasi
oy Staseg. Pesse Records of Anather Calsloger
046 $5k20031 - @ Suppress from Discovery
049 SSaSEAA
| Suppress from Extemal Search
050 4 SSaHVB3:
0820 4 $3a98201 SetManagement Tags »
2450 4 ssalosru Share with network ; una pelicula de Abertina Ci
2463 1 $SaBlond
257 $8a Arggy__V2Wdato in Network
24 1 SSaN W Delete Record
PRI A You have 1 waming(s) in your record - 3:37:17 PM.

Batch Portfolios

Using Jobs
1. Create a set of the portfolios that you'd like to delete

2. On the left side, go to Admin, and under Manage Jobs and Sets, go to Run a job.
3. Onthe Run aJob - Select Job to Run page and search for the job named "Delete Electronic portfolios" click on the job and hit Next at the top

left corner.
Run a Job - Select Job to Run 0 ? Cancel JNEV
1-10f1 Name~ Delete Electronic portfolios  Q & &

Y Type:All ¥ Sourcetype:All ~ Contenttype: All ~

v Name + Description Content Type  § Type

Delete Electronic

alica Delete a set of Electronic portfolios Portfolio Withdraw

4. Pick the set you saved to delete in the list and hit Next.

< RunaJob - Select Set H 3 =4 | Cancel Back m

1-200f428 Setname~ Q > 0

Y Content Type: All ~

+ Type + Content Type ¥ Content Origin v Create Date

1 @ Portfolio Deletes_Jobs Cogicalr | DeeRl Institutiononly ~ 11/18/2024 14:38:33 EST
portfolios
Swank Load Electronic
i Instituti 4 09:49: T
2 Portfolios.2024-10-30 Logical FoeifoNcn nstitution only 10/30/2024 09:49:17 ED
3 Swank Load_2024-10-30 Logical  Electronic titles Institution only 10/30/2024 09:22:45 EDT

5. Inthe "Task Parameters: Delete portfolios" under "Delete Policy" choose the option you need for each policy and then hit next.
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Cancel Back m
< Run a Job - Enter Task Parameters

Task Parameters: Delete portfolios ~ G

DELETE POLICY

Partfolio is
linked to an
active PO-line *
Portfolio is
linked to an
active e-
Activation task *
Handling
bibliographic
records without
inventory *

Delete portfolio -

Delete portfolio -

Delete bibliographic record(s) v

a. Portfoliois linked to an active PO-line

Delete portfolio| Delete the portfolio even if it is linked to a PO-line.

Skip Skip any portfolios linked to a PO-line.

b. Portfoliois linked to an active e-Activation task

Delete portfolio| Delete the portfolio even if it is linked to a e-Activation task.

Skip Skip any portfolios linked to an e-Activation task.

¢. Handling bibliographic records without inventory

Do nothing This will only delete the portfolio leaving the record alone.
* In most cases this will create an orphaned record.

Delete bibliographic record(s) | This will delete the bibliographic record along with the portfolio.

Suppress bibliographic record(s) | This will only suppress the bibliographic record while deleting the portfolio.
¢ In most cases, this will create an orphaned record that is searchable in Primo.

6. At the "Run alJob - Review and Confirm" page, you will see boxes with information on the job you just put in and its APl information. At the

Schedule box you will be given frequency options on when or how many times you will run the job. After picking a frequency, go to the top left
corner and select submit.

~

Cancel Back
< Run a Job - Review and Confirm m

0000

General Information ~
Job Name Delete Electronic portfolios - Portfolio Deletes_Jobs - 11/18/2024 15:05:33 EST
Set Information e

SetlD 8700542320005612
Name Portfolio Deletes_Jobs

Set Size 22

Schedule L
SCHEDULE THE JOB TO RUN REGULARLY WITH THESE PARAMETERS @

Frequency Hourly Daily Weekly Moenthly Once @ Run Now

Task Parameters: Delete portfolios ~

DELETE POLICY

7. After hitting a submit a "Confirmation Message" window will appear to make sure you want to run the job. If you are sure hit confirm.
8. After hitting confirm the you will be taken to the "Monitor Jobs" page where you can watch the progress. When it is done the job will go under
the "History" tab where you can view a report by clicking the link under the ellipses. Alma will also send you a report.
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< Monitor Jobs Back

Scheduled Scheduled Manual Jobs Running History

17-10f1  JobID~ Q Refresh > &

Y Job Category: All ~

Records
) Records :
. Job % Submit a Progr , with
a. s v Creator v v Start Date v Status processe .
Category Date SS exception
Delete Electronic portfolios tasha 11/18/2024
1 - Portfolio Deletes_Jobs - Repository 7T 1519:03 - N/A  Pending - -
11/18/2024 15:05:33 EST " EST
=N o
ExLibris ©ExLibris, Part of Clarivate 2024
Y JobCategory: All ~ Status: All ~ S“Sa’“t'; 11/17/2024 - 11/18/202. =
Range
R d Records
ecords
e with adob Submit , Start ~
process - v Opera v v v Status
d excepti Categ Date Date
e ons
b Delete Electronic portfolios - St 11/18/2.. 11/18/2.. 11/18/2.. &
. est_c...
Portfolio Deletes_Jobs - 8700.. 22 0 Repos.. 15:19:03  15:19:10  15:20:39  Completed
11/18/2024 15:05:33 EST = EST EST EST il e
Report
Events
View hidden

AR
ExLIDbris @©E&xLibris, Part of Clarivate 2024

9. If everything deleted correctly you can go back and delete the set you saved.

Within Collections (Using the Activation Wizard)
1. Create an Excel Spreadsheet that can be read by the Activation Wizard in Alma.
a. Can use directions from ExLibris's "Portfolio Loader" directions or the library's shared directions at
b. You can also use a KBART file that is readable by the Activation Wizard.
2. Do an Electronic Collection search for the collection that has the portfolios you want to delete.
3. Goto the ellipses on the right side at the collection and click on Edit Service.

# Institution o Network 28 Community

Sort by : Rank ~ [ -

1 4 eBook Testing collection Portfalio List (32) ~ Edit Gollection

Type: Selective Collection ID: -
package 61261614670005612 Descriptive Record
Services: Full Text MMS ID: Delete
{Available) 991014837972405612
Creation Date: View
11/19/2024 13:4979
EST Order
a. Madification Date:
11/19/2024 13:53:01 Link to community
EST
Create E-Activation Task
Other details

Puslishing information

Edit Full Text Portfolics
Repaort To Ex Libris

Add Reminder

4. On the "Electronic Service Editor" page go to the Portfolios Tab and just below it click on Load Portfolios.
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< Electronic Service Editor Cancel m

Collection @Book Testing collection Callection 61261614670005612 o
name
Service type  Full Text Service  62261614660005612 View all services
D
Provider - MMSID  991014837972405612
package
code (DB ID)

Activation Service Description

-200f32 ISBN~
a. 1-200 B

Move Set of Portfolios

Y Status: All ~ CZLinking: All ~ COUNTER Platform: All ~

Avallabiit e 4 Title Coverage Matarial Type

1 el - Springer Nature Combined journal package 2021

Capemnaum / producer, Michel Merkt ; produced
2 ” s by Khaled Mouzanar ; directed by Nadine Labaki
Mooz Films.

5. This will open up the "Activation Wizard: File Upload" put in the settings below in each box and thin hit Next.

Bibliographic Select catalog: Institution

Select File * Format: Portfolio Loader Format (Excel)
* Use KBART if that is what you have
e File: Upload the file in the box

Select Loading Policy | Loading Policy Type: Incremental

Select Action * Choose Operation: Delete

¢ Handling bibliographic records without
inventory: (Choose what you need to have
done to the bibliographic)

Select Validation Policy | Validate online

6. You will be lead to the "Activation: Activation Summary" check to see if the types of deletes you intended will happen then press the Load
button at the top right.

clivation Wizard: Activation Summary H Cancel Back |
eBook Testing collection w
Type Salective package

Numbar of partfolios 32
Electronic Callection -
Level URL

Additional

descriptive

information

Activation Summary v

Services  Full Text

Portfolio activation 0 partfolios will be activated out of & records In file

Murnber of portfolios to

be deleted &

Handling biblicgraphic
records without
Inventary

Delete bibliographic record(s)

Infarmation and wamings -

Download Excel file to view information and warnings

7. AlJob will be ran to delete the records and you will receive a email when its done or you can go to Admin then under Manage Jobs and Sets to
watch progress.
8. When the job is done go back into the collection to see if the portfolios have been deleted.

Using Profiles
Use directions on the Ex Libris site "Managing Import Profiles" under "Available Actins on the Import Profile

Batch Records

Using Jobs

1. Create a set of the titles that you'd like to delete

On the left side, go to Admin, and under Manage Jobs and Sets, go to Run a job.

3. Onthe "Run aJob - Select Job to Run" page and search for the job named "Delete Bibliographic records" click on the job and hit Next at the top
left corner.

N
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Run a Job - Select Job to Run 0 ? Cancel

1-10f1 Name~ Delote Bibliographic records Q. & o
a. Y Type: Al * Sourcetype: All ~ Contenttype: All ~
+ Description Content Type  § Type
iographi i it
@ oLl = Delete a set of Bibllographic records B gy Withdraw
records. title

Pick the set you saved to delete in the list and hit Next.

< Runa Job - Select Set o—a B—td Cancel Back m

1-200f 501 Setname~ Q & o

Y Content Type: All ~

a. s Type + Content Type + Content Origin v Create Date
1 @ Title Deletes_Jobs Logical  Electronic titles Institution only 11/21/2024 15:36:59 EST
2 Test itemized physical Itemized Physical titles Institution only 11/21/2024 10:39:01 EST

Test Missing Itemized Set

) 11/21/24

Itemized Al Titles Institution only 11/21/202410:31:43 EST

On the "Run a Job - Enter Task Parameters" if you need to skip over any of the records that meet these parameters check here, but if you know
the records all need to be delete go ahead and click Next.

Cancel Back Next

< Run a Job - Enter Task Parameters O_H A

Do not delete if G
a related to other
: records

Delete all
associated
inventory
resources

On the "Run a Job - Review and Confirm" page, check to make sure you are deleting the correct records. Under Schedule click the parameters
of when you want to run the job and hit Submit in the top right corner.

Cancel Back

< Run a Job - Review and Confirm o_o_e_o

General Information -
Job Mame Delete Bibliographic records - Title Deletes_Jobs - 11/21/2024 15:53:56 EST
Set Information -

SetlD B700597930005612
Name  Title Deletes_Jobs

a. SetSize 28

Schedule e
SCHEDULE THE JOB TO RUN REGULARLY WITH THESE PARAMETERS @

Frequency Haurly Daily Weekly Monthly Once @ Run Now

AP| Information »

Do not delete if
related to other
records

No

Delete all
associated

After hitting a submit a "Confirmation Message" window will appear to make sure you want to run the job. If you are sure hit confirm.
After hitting confirm the you will be taken to the "Monitor Jobs" page where you can watch the progress. When it is done the job will go under
the "History" tab where you can view a report by clicking the link under the ellipses. Alma will also send you a report.

Neo
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< Monitor Jobs Cancel

Scheduled Scheduled Manual Jobs Running History

1-80f8 JobiD~ Q Refresh B &
Y JobCategory: All ~ Status: All ~ S“‘gg“: 11/20/2024 - 11/21/202 (4
Range

Record Record
J Proce s s with Job Submit | Start End

. & 2 s 4 Stat
a ) process excepti  Categ HONERY Date ¥ Date ¥ Date PRatis
ed ons
Delete Bibliographic records . W22 212 MR &
Title Deletes_Jobs 8700 28 0 Repo. " 1550:54 160020 16:0022 Completed n
- EST — .

11/21/2024 15:53:56 EST EST EST

Suppress Bib records from

discovery - [Auto Create wsto. TV2V2- T2z e Events

. 1/ >4 7:26 est.c . . y

L Set_11/2 4111726 8700 2 0 Repo_ 11805 111821 18T
EST] - 11/21/2024 11:17:54 EST EST EST

EST

RRVE VLR E VL4 Vo T £ VL L B

Return to the set to ensure the records were deleted.

Using Profiles
From Alma Knowledge Assistant: To delete MARC records and/or portfolios in Alma using import profiles, you need to follow these steps:

Ensure you have the appropriate role to delete an import profile, such as Repository Administrator, Catalog Administrator, Acquisitions
Administrator, or General System Administrator.

Access the Import Profiles page by navigating to Resources > Import > Manage Import Profiles.

Select the import profile you want to use for deletion. If you need to create a new profile, select “Add New Profile” and follow the steps to
create a profile.

Configure the import profile with the necessary details, including the profile type, general profile information, normalization and validation,
match profile, and inventory information.

Once the profile is set up, you can run the import profile by selecting “Run Import” from the row actions list. This will execute the deletion
process based on the configured profile settings.

Only inactive import profiles can be deleted. Once you use an import profile, it cannot be deleted because its job history remains

Collections
Do an Electronic collection search for the collection.

n"' ic collecti -ﬂj“ icCollection D~ 612616146300 A~ Q 9 o @l 0 O

< Electronic Collections (1-10f 1) 61261614670005612 Save Query

# Institution & Network 2t Community

Facets ¥

If the collection has pbrtfolios delete the portfolios first.
Go back to the collection and under the ellipses click Delete.
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; ! Electronic Collections (1-10of 1) 61261614670005612 Save Query

4 Institution o Network 28 Community

Facets

Sortby: Rank = B o

1 & eBook Testing collection Partfolio List (26)  Edit Collection

Type: Selective Collection ID: Descriptive Record

package 61261614670005612
Services: Full Text MMS 1D: Delete
{Available) 991074837972405612
View
a. Order

Link to community

Create E-Activation Task
Other details
Publishing information

Edit Service
Edit Full Text Portfolics
Repart Ta Ex Libris

Add Reminder

4. After hitting delete a "Delete confirmation" box will pop up and at "Handling bibliographic records without inventory" you can choose what
happens to the bibliographic record when the collection is deleted. Choose your action and hit Confirm.

Delete confirmation

Handling

bibliographic

records

a. without
inventory

Do nothing

i

Digital

Digital representation
From Alma Knowledge Assistant: To delete a digital representation in Alma, follow these steps:
1. Open the Digital Representation Resource Editor by searching the repository for a digital title.
Select the representation you want to delete from the list of representations.
3. From the row actions list for the representation, select “Delete Selected” to delete the representation

g

Collection
From Ex Libris "Managing Collections" > "Deleting Collections"

To delete a collection:
* You cannot delete a collection if it has any associated titles. To delete the collection, first remove any associated titles.
e Select Delete from the row actions list and select Confirm in the confirmation dialog box.
¢ To delete multiple sub-collections at once, on the Sub-collections tab select the check boxes next to one or more collections, select Delete
Selected, and select Confirm in the confirmation dialog box. If you select any collections that cannot be deleted, a warning appears in the
confirmation dialog box. Confirming deletes only the permitted collections; the other collections remain untouched.

Documentation Page 9


https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/Digital_Resource_Management/040Creating_Digital_Inventory/Editing_Representation_Metadata_and_Content
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/040Resource_Management/050Inventory/050Managing_Collections

