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Single Portfolio
Bring up the portfolio that you would like to delete.1.
Under the ellipses select Delete.

a.

2.

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. 

a.

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 
record(s)

When the portfolio is deleted the record will be suppressed. If the other active 
inventory is attached to the record, the record will be suppressed for patrons to find 
in Primo.

b.

3.

d4.
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Single Record
Open the record in the Metadata Editor (MDE).

From title
Click on title.i.

a.

From portfolio
Click titlei.

Click Edit in the right-hand cornerii.

b.

Push Selected to MDE
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.i.

c.

1.

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.

2.
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menu, scroll to the bottom and hit Delete Record.

Batch Portfolios

Using Jobs
Create a set of the portfolios that you'd like to delete1.
On the left side, go to Admin, and under Manage Jobs and Sets, go to Run a job.2.
On the Run a Job - 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.

3.

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

In the "Task Parameters: Delete portfolios" under "Delete Policy" choose the option you need for each policy and then hit next.5.
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Portfolio is 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.

a.

Portfolio is 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.

b.

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. •

c.

At the "Run a Job - Review and Confirm" page, you will see boxes with information on the job you just put in and its API 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.  

6.

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.7.
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.

8.
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a.

b.

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

Within Collections (Using the Activation Wizard)
Create an Excel Spreadsheet that can be read by the Activation Wizard in Alma.

Can use directions from ExLibris's "Portfolio Loader" directions or the library's shared directions at _____.a.
You can also use a KBART file that is readable by the Activation Wizard.b.

1.

Do an Electronic Collection search for the collection that has the portfolios you want to delete. 2.
Go to the ellipses on the right side at the collection and click on Edit Service.

a.

3.

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

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•

•

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

5.

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.

a.

6.

A Job 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.

7.

When the job is done go back into the collection to see if the portfolios have been deleted.8.

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

Batch Records

Using Jobs
Create a set of the titles that you'd like to delete1.
On the left side, go to Admin, and under Manage Jobs and Sets, go to Run a job.2.
On the "Run a Job - 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.

3.
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a.

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

a.

4.

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.

a.

5.

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. 

a.

6.

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.7.
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.

8.
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the "History" tab where you can view a report by clicking the link under the ellipses. Alma will also send you a report.

a.

Return to the set to ensure the records were deleted.9.

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. 

1.

Access the Import Profiles page by navigating to Resources > Import > Manage Import Profiles.2.
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.

3.

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

4.

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.

5.

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.

a.

1.

If the collection has portfolios delete the portfolios first.2.
Go back to the collection and under the ellipses click Delete.3.
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Go back to the collection and under the ellipses click Delete.

a.

3.

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.

a.

4.

Digital

Digital representation 
From Alma Knowledge Assistant: To delete a digital representation in Alma, follow these steps:

Open the Digital Representation Resource Editor by searching the repository for a digital title.1.
Select the representation you want to delete from the list of representations.2.
From the row actions list for the representation, select “Delete Selected” to delete the representation3.

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.•
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.

•
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