Basic Cataloging in Alma

There Are Three zones in Alma

# Institution
aa Network

&+ Community

e Institution Zone - the institution’s local records and inventory
o Network Zone - shared bibliographic records for ODIN libraries
e Community Zone - the electronic resources available for all Alma libraries

Examples of the kinds of records found in each zone:

Institution Zone (12)

o Bibliographic records for course reserves and other brief bibliographic records

e Vendor bibliographic records that the library is not allowed to share (proprietary vendor
records)

e |nventory records: holdings records, item records, portfolio records, purchase order lines,
purchase orders, invoices, vendor records

Network Zone (NZ)

e Bibliographic records, practically all bibliographic records should reside in the Network
Zone to facilitate collaboration.

e Electronic collections and portfolios that are shared among ODIN libraries. Electronic
collections purchased with a statewide contract are managed in the Network Zone.

Community Zone (CZ)

e Records for activating electronic collections, which are often vendor-supplied records.
These are comprised of collection records and portfolios.

e Global authority records, including Library of Congress Subject Headings, Library of
Congress Name Authorities, and MESH headings.

How Records in Each Zone Appear in Alma

Search Results From the IZ Search

Here is an All titles search in the Institution Zone (1Z) showing what records look like. In the search
box, the house icon indicates it is an IZ search.

e Thetopresultis arecord thatis linked to the Network Zone (NZ).
e The second record is alocal record in the IZ and doesn’t have an icon next to it.



The gray pane on the left margin has the IZ house icon highlighted in purple.

You can click

the icon for another zone and the search results will update to that zone.
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Target blue / Terry Marlow.

Book {Book - Physical} text; unmediated; volume

By Marlow, Terry. (New York : Putnam, ©1991.)

Subject Dallas (Tex.)--Fiction. ; Texas--Dallas. ; Fictional
Work and others

Modification Date 01/30/2024 04:50:18 AM, CST

B o roysical (1)

Language

O English (19)

Publication Year
1955- 1993 (4)
1994 (1)
1997 (4)

Secondary sort by: Rank v

Expand: Select a value +

Language English

Creation Date 07/15/2020 09:35:26 AM,
cDT

ISBN 0399135642 and others

Record

Number (NdBC)0026372440DN01-Aleph
and others

MMS ID 990026372440206067
Bibliographic Rank 81

Target [electronic resource (video)] : Inside the Eullseye / CNBC (Television network).

Visual material {Projected medium - Electronic}

By CNBC (Television network) (New York, N.Y. : Films
Media Group, [2011], ¢2011.)

Subject Business planning. ; Leadership. ;
Organizational behavior. and others

Modification Date 09/17/2020 04:30:53 PM, CDT

1998-1999 (4)
2004-2016 (4)
2018 - 2023 (2)

@ Electronic (1)

Medium Type electronic resource (video)
Language English

Creation Date 07/15/2020 09:20:28 AM,
CDT

Record Number (Aleph)0075973600DN01
and others

MMS ID 990073095770206067
Bibliographic Rank 91
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The second screenshot shows the Community Zone (CZ) icon next to the second result.

Bibliographic records from the CZ appear when electronic resources are activated in the

CZ.

All titles v Keywords v peace

Q

0 O »

Combined Results

Q, Find specific facet

Material Type

[ Book (2180)
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All Titles in Institution (1- 20 0f 2,856) | peace
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Beyond peace / Richard Nixon.

Book {Book - Physical} text; unmediated; volume

By Nixon, Richard M. (New York : Random House,
©1994.)

Subject World politics--1985-1995. ; 89.90 foreign
policy. ; 89.40 internal relations of the state: general.
and others

Medification Date 01/31/2024 09:38:52 AM, CST
Edition 1st ed.

¥ ﬂ ® Physical (1)
Peace review.

Journal {Journal - Electronic} text; computer; online
resource

By Taylor & Francis, ([London] : Carfax 1989)

Subject Peace--Periodicals. ; Peace & Conflict Studies. ;
Peace. and others

Modification Date 03/24/2023 09:40:33 PM, CDT

® Electronic (1)

Expand: Select a value »

Language English

Creation Date 07/15/2020 09:16:12 AM,
CcDT

ISBN 0679433236 and others

Record Number (NdU)0065455220DN01-
Aleph and others

MMS ID 990026421270206067
Bibliographic Rank 107

Language English

Creation Date 02/25/2012 03:49:52 PM,
CcsT

ISSN 1469-9982 and others

Record Number (DE-599)ZDB2020726-8
and others

MMS ID 9984357332306067
Bibliographic Rank 85
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Search Results From the NZ Search
Here is an All titles search conducted in the Network Zone (NZ). The search box has the NZ icon

indicating the search is conducted there, and the gray pane on the left margin shows the NZ icon in
purple.

e The first search result has a house icon indicating that the library has inventory linked to the
Network Zone record. Compare this title to the same title in the first screenshot. The icon
changes in relation to the zone you are searching.

e The second search resultis an NZ record, and the library is not linked to it. You can see
which library is linking to it by clicking on the down arrow Held by (1).

e The third record is linked to the Community Zone as indicated by the icon. This record is
from an electronic resource activated in the NZ.
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By Marlow, Terry. (New York : Putnam, ©1991.) Creation Date 07/15/2020 5:24 AM, CDT
O Joumal ) Subject Dallas (Tex.)--Fiction. ; Texas--Dallas. ; Fictional Work ISBN 0399135642 and others
O Music (20) and others Record Number (NdBC)0026372440DN01-Aleph
+ More (1) Modification Date 01/30/2024 4:50 AM, CST and others
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ore
Book {Book - Physical} text; unmediated; volume Language English
Language By Daley, Robert, (New York : Delacorte Press, [1973]) Creation Date 07/15/2020 5:28 AM, CDT
O Afrikaans a Subject Police--New York (State)--New York. ; Police ; Police-- Record Number (Aleph)0016456450DN01 and
New York (State)--New York and others others
O’ oanish (1) Modification Date 01/29/2024 5:33 AM, CST MMS D 9910201933706066
O English (224) Bibliographic Rank 82
+ More (9)
¥ & HeldBy(1)
Publication Year
1RR=ETTE) & 3 [ AJOLT from the blue [electronic resource] : Jamaican fraudsters using telemarketing to target U.S. consumers. EditRecord  View Record
2004 - 2009 (51) & , ) . ,
Book {Book - Electronic} text; computer; online resource Medium Type electronic resource L:\‘ Electronic Portfolios (1) v
2010- 2015 (48) By United States. Federal Trade Commission. Division of Language English
2016 - 2021 (47) Consumer and Business Education. ([Washington, D.C.] : Federal ~ Creation Date 05/06/2023 12:30 PM, CDT
Trade Commission, Bureau of Consumer Protection, Division of Record Number (CKB)5470000002411014 and
202220242 Consumer & Business Education, [2009]) others
From - To Subject T¢ g--Corrupt p i Pi --United MMS ID 9911842828006066
States ; T orrupt --Jamaica Rihlinaranhic Rank AQ
; Fraud--United States-—-Prevention. and others 10f 12 >
Series FTC alert

Search Results From the CZ Search

Here is an All titles search in the Community Zone (CZ). The search box has the CZ icon indicating
that the search is conducted there, and the gray pane on the left margin has the CZ icon highlighted
in purple.

e The first two results have the NZ icon indicating that the electronic resource was activated
in the NZ. The third result has no icon and is not activated anywhere. You can click the



Electronic (1) indication to see how many portfolios there are for this title and which
collections they are in.

Bismarck State College
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Matarial Type = 1 [ A JoLT from the blue [electronic resource] : Jamaican fraudsters using telemarketing to target U.S. consumers. View Record  Order
O Book (457) = * | Book {Book - Electronic} text; computer; online resource Medium Type electronic resource B Electronic Portfolios (1) +
O By United States. Federal Trade Commission. Division of Consumer and Language English

Journal (2) Business Education. ([Washington, D.C.] : Federal Trade Commission, Creation Date 06/05/2023 20:30:30 IDT
O Music (10) Bureau of Consumer Protection, Division of Consumer & Business Record Number (CKB)5470000002411014 and others
+ More (1) Education, [2009]) MMS ID 995470000002411014

Subject i orrupt practices-—F ion.—-United States ; Bibliographic Rank 69

Resource Type ~ i orrupt practi lion.—-Jamaica ; Fraud—-United

States—Prevention. and others
O Audio musical - Ele... (5)
Series FTC consumer alert

[ Audio nonmusical .. (5) Modification Date 02/09/2023 09:25:17 IDT
[0 Book- Electronic (467)
+ More (2) ¥ @ Electronic (1)
Language ~ X .
2 [] Target: Inside the Bullseye / CNBC (Television network). View Record  Order
[ English (484) =
[ French (1) “ * | Visual material {Projected medium - Electronic} computer; online resource  Language English B Electronic Portfolios (2) +
By CNBC (Television network). (New York, N.Y. : Infobase, [2011], c2011.) Creation Date 10/11/2019 05:18:40 IST
O erman (2) Subject Business planning. ; Leadership. ; Organizational behavior. and Record Number (CKB)5280000000124243 and others
others MMS ID 995280000000124243
Publication Year 2 Modification Date 17/12/2024 11:08:43 IST Bibliographic Rank 87

1915-2010 (110)
2011 -2015 (100)
2016-2019 (96)

¥ [ Eectronic 2)

2020- 2022 (87) 3 [ The Quick and the Fevered View Record  Order
2023 -2025 (78) Book {Book - Electronic} Language English B Electronic Portfolios (1) *
By Long, Heather, (Heather Long) Creation Date 01/04/2017 17:55:35 IDT
Fom | -| To Modification Date 28/11/2023 17:46:48 IST ISBN 1-310-54356-9
Record Number (CKB)3710000001140221 and others
Record Format ~ MMS ID 993710000001140221
[ marc21 (426) Bibliographic Rank 56

¥ [ Electronic (1)

e The second screenshot shows an All titles search in the Community Zone, where the first
search result has an IZ icon. This title was activated in the IZ.

Bismarck State College

Alltitles v | Keywords v all about healing X| & Library - BSC Library

Circulation Desk

@ o n < & AllTitles in Community (1 - 20 ¢f 6,579)  all about healing Create and Filter Set
Q0 Find specifc 2 O  sortby Rank ~ Secondary sortby: Rank v Expand: Selectavalue * > & = =
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Material Type ca 1 _L_All About Healing View Record  Order
w .
O Book (6318) Journal {Journal - Electronic} Language English B Electronic Portfolios (2) v
) (William A. McGarey, M.D.) Creation Date 25/02/2012 23:59:21 IST
Computer file (3] Modification Date 06/05/2020 13:30:39 IDT Record Number (CKB)1000000000744982
O Journal (2) MM D 991000000000744982
+ More (2) Bibliographic Rank 36
Resource Type ~ ¥ @ eectronic (2)

O Audio musical - EL. (98)

Cataloging Steps

1. Search the Network Zone to see if a record already exists there for the material you are
cataloging. Do not add duplicate records to the Network Zone. If you find a matching record,
add your holdings to the corresponding OCLC record and proceed to adding inventory.

2. If norecord exists in the Network Zone, catalog your record in OCLC. When you set holdings
in OCLC, a process in Alma will add the record to the Network Zone 1-3 days later. If you
want the record immediately, you can export the record to the Network Zone.

3. Add inventory to the Network Zone record, including local extensions, holdings records, and
item records.



https://www.odin.nodak.edu/training/resource-management/setting-oclc-connexion-client-export-odin-network-zone

Searching for Bibliographic Records

1. Search the Network Zone for a record that matches the material you are cataloging.

Bismarck State College

Alltitles » ISBN v 9780307464873 X & Q Library -BSC Library .~ v @ Q@ [2 N -]

L=
Cireulation Desk

Search Zone
Welcome, Administrator, Alma  06/05/2025 # Institution (4]
& Network

‘D Recent Pages > Monitor Jobs > Manage Import Pro... > Manage Sets > Ru

P
Administration e Management Administration Adn ¥ Community

2. Ifthereis norecordinthe Network Zone, you can catalog the record in OCLC, or if you are a
copy cataloging library, bring in the record via the Metadata Editor > Search Resources.

Catalogingin OCLC

o Ifyou need to make changes to the bibliographic record that would benefit all
libraries, rather than editing the record in Alma, make the change in OCLC and
replace the record.

o When you set your library’s holdings in OCLC, a process imports the record into the
Network Zone in 1-3 days. If you want the record immediately, you can export it from
OCLC into the Network Zone immediately. See: Setting up OCLC Connexion Client
to Export to the ODIN Network Zone

3. Onceyou locate the record that matches the material you are adding to the catalog, you
can edit the record to add any needed local fields. Click Edit Record to open the
bibliographic record in the Metadata Editor.

OJ a Barefoot Contessa foolproof : recipes you can trust / Ina Garten ; photographs by Quentin Bacon. Edit Record | View Record

=mes Book {Book - Physical} text; unmediated; volume Language English & Related Records (1)
By Garten, Ina, (New York : Clarkson Potter Publishers/ Creation Date 07/15/2020 4:27 AM, CDT
Crown Publishing Group/Random House Inc., [2012]) ISBN 9780307464873 and others
Subject Cooking, American. ; Quick and easy cocking. ; Record Number (Aleph)0074497410DNO1
Suppers. and others and others
Modification Date 04/09/2025 3:26 PM, CDT MMS ID 9910274297700066
Edition First edition. Bibliographic Rank 109

W fii Held By (2)

4. The bibliographic record displays in the Metadata Editor. All ODIN Alma Libraries share the
bibliographic record in the Network Zone. The Network Zone is always being refreshed by
the latest version of records from OCLC, so it is important to make changes to the OCLC
master record rather than the NZ record, otherwise, changes made to the NZ record will be
lost. To add local information pertinent only to your library to the bibliographic record, use
local extensions, which are not overwritten by the NZ refresh. See: Add a Local Extension
Field to a Bibliographic Record

5. When you have finished working with the record, save it. Click the Save menu and select
Save Record, or the shortcut key Ctrl+S.



https://www.odin.nodak.edu/training/academic/what-do-when-oclc-import-did-not-bring-your-record
https://www.odin.nodak.edu/training/resource-management/setting-oclc-connexion-client-export-odin-network-zone
https://www.odin.nodak.edu/training/resource-management/setting-oclc-connexion-client-export-odin-network-zone
https://www.odin.nodak.edu/training/resource-management/add-local-extension-field-bibliographic-record
https://www.odin.nodak.edu/training/resource-management/add-local-extension-field-bibliographic-record

i save - | € New |B Record Action # Editing Actio
Barefa | Garten ;
2 E P’ B save Record (Ctrl+8)
Re
| B saveand Release Record  (Ctri+Alt+R)
LDR
00: Bk Save Draft (Ctri+AIt+S)
00% g save as Template
0oL RO - -1 [ -

6. Alerts may appear in the lower portion of the screen. Brown alerts are soft alerts and do not
block the record from being saved. Red alerts are hard alerts and must be fixed before the
record can be saved. When there are no errors in the record, there will only be a green alert
that the record was saved. Additionally, Alma has an auto-saving feature and will save the
record at intervals.

& Record saved at 12:56:37 PM.

A You have 1 warning(s) in your record - 12:56:38 PM.

Ay 042 - "4 is not a valid code for Second indicator for field 042

Adding Holdings and Items Records
Adding Holdings
The holdings record contains information on the material’s physical location and call number.

1. With the bibliographic record open in the Metadata Editor, click the Add Inventory menu
and select Books (Default) or use the shortcut key Ctrl+Alt+H.

Dsave - @nNew - |BRecord Actions - #* Editing Actions ~ I + Add Inventory ~ I B view Related Data ~ '™ Order O, Search & Browse ~

Barefoot Contessa foolproof : recipes you can trust / Ina Garten ; photograp  Add MARC21 Holdings

& [ @ 108 ] * # Books template (Default)  (ciri. tsh)
4260cam#az20084121#4500 Add item Alt+
001 9910274297706066 )
Add Item from Template Alt+L

005 20250605125637.0
008 1203292012201 2nyuafa#001404engi X Add Portfolio (Alt+0)
010 $5a ##2012007526 * Add Representation {Alt+R)
019 $$a 776519282 $$a 803683792 $5a 814361097 $$a 8155128

2. The metadata editor opens a split screen with the holdings record open on the right side of
the screen.



Bsave - @ new |B Record Actions /" Editing Actions _ + addinventory - B3 view Related Dat__ Order

Q, search & Browse ~ W Quick links
Books (Default) | Add ltem | | | Release Record
Barefoot Contessa : foolproof : recipes you c... (9913932336906066) B @ X Barefoot Contessa : foolproof : recipes you c... (2256931720006067) @ @ X

4 " New

LDR 01829cam#a2200433#a#4500 | |LDR| |####¢nx#a22m#1n#4500 A|

001 99135932336906066 008 1011252u#HHH8##H#:4001uueng0 000000

005 20250605104124.0 852 # # §%a $5b NBJMA 53¢ $Sh $5i

008 121109201 28 en ket 00 0# 04en g

015 $3a GBB259438 $52 bnb

3. Select the 852 field, click the row action menu and select Open form editor.

Barefoot Contessa : foolproof : recipes you c... (2256931720006067) @ @ X

# (Record) (New ([T

LDR S 2R #4500
008 1012520484440 1uueng0000000
| [852]#| [¢] [ssa_ssb NBIMASSC S50 38

Ill-lI

Open form editor (Ctrl+F)

s

Field information

4. Awork form opens that can be used to add information to the field. It offers drop-down
menus to make it easier to work with the library and location subfields.

If the bibliographic record contains classification information for the call number type
defined by your library (050/090 for LC Classification and 082/092 for Dewey), you may
leave the call number fields blank. Make sure to update the first indicator in the 852 field for
the appropriate classification type (0 for LC and 1 for Dewey). Upon saving the holdings

record, the classification will be automatically inserted into the holdings record.
LC:

Barefoot Contessa : foolproof : recipes you can tr... (2256931720006067) B @ X

PR olding: |
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852 0 $5a NdBC 55b NBJMA $5c MAIN $5h TX714 $3i .G36425 2012




Dewey:

Barefoot Contessa : foolproof : recipes you can tr... (2256931720006067) @ @ X
o
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008 1011252 0#4001uueng 0000000
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Adding ltems

1. Once the holdings record has been saved, add an item record to the holdings record. To add
an item, click the Add Inventory menu and select Add Item or use the shortcut key Alt+l.

# Editing Actions - + aAddinventory = | B} view Related Data ~ ™ Order
| Release Add MARC21 Holdings
(991393233690606( X T4 Books (Default)  (ciriat+H) | goolnroof : recipes you
* Add Item (Aiter) |-
Add Item from Template  (41t+L) tornoc##a22000611n#4501
T | 252upBEE#A00Tuue
| '  j0605132950.0
'U#Mﬁﬂgﬁ Add Representation TR NdBC $$b NBJMA%C"!
-

2. Alma opens the physical item editor, and you can fill in the fields to add an item record.
a. Thetop section is the General Information box.



< Physical Item Editor Relink to anather bibliographic record Save and Edit Save as template | Cancel m

General Information ~
Barcode 33103000456456455 Generate Copy ID
Material type Book - Item policy Four Week Loan -
Provenance - Is magnetic -
PO Line = e Issue date (]
Receiving date = Expected rece\;QE =
Enumeration A Enumeration B
Chronology | Chronology J
Description Generate
Pages Pieces
Replacement cost 35.00 Receiving operator

Physical condition -

Process type -

Barcode — REQUIRED - Enter the barcode of the item

Copy ID - Enter the copy ID if desired

Material Type — REQUIRED - Enter the type of material, such as book, DVD, etc.
Item policy — Enter the item policy that corresponds to the material. If this field is left
blank, Alma will use the default line in your library’s TOU table to dictate circulation
rules.

Provenance — Enter information if desired.

Is Magnetic — Enter if the item is magnetic (default set to N)

POL Line — Populated if using acquisitions

Issue date — Populated if using acquisitions

Enumeration A/B - Enter if there is any enumeration information

Chronology I/ — Enter if there is any chronology information

Description — Enter description field if necessary, or use Generate button to
generate a description from the enum/chron fields.

Pages/Pieces — Enter additional description information if necessary.

Replacement Cost — Enter the replacement cost if desired. If entered, Alma will use
this amount when sending lost material notices to patrons.

Receiving operator — Populated if using acquisitions

Physical Condition — Enter information if desired.

Process type — Enter information if desired.

b. Inventory Information. Some inventory information is populated automatically
during the inventory process.
Inventory Information hl

Inventory number Inventory date ™

Inventory price Clear Inventory Information



c. Location Information. Location information is pulled from the holdings record.

Location Information

Permanent location *

Item call number
type

Source (Subfield 2)

Storage location 1D

iii.
iv.

Bismarck State College Library: Main Collection (M | ~

- Item call number

Permanent location: This information is pulled directly from the holdings
record.

Item call number type/ltem call number - This information is in the holdings
record and does not have to be included in the item record.

Source - Enter information if desired.

Storage location ID - Enter information if desired.

d. Temporary Location Information. This section should be used if moving an item to
a location temporarily, such as to a display or the reserve shelf.

Temporary Location Information

Item is in temporary
location

Temporary location

Temporary call
number type

Temporary source
(Subfield 2)

Temporary item
policy

Vi.

@ No

Yes

Temporary call
number

- Due back date

Iltem is in a temporary location — check the YES button if the material is going
to be in atemporary location.

Temporary location — use the drop-down menu to select the temporary
location.

Temporary Call number type/Call number — Enter the temporary call number
type and temporary call number.

Temporary Source — Enter information if desired.

Temporary Item Policy — Enter the temporary item policy that should be used
when circulating the material.

Due back date — The date the item is due back from the temporary location.

Note: once the material goes back to its permanent location, the Item is in
temporary location button will be set to No, and all fields will default back to
their previous values.

e. Retention Information. If the library is committed to retaining an item, this setting
will prevent the accidental deletion of the item.



Retention Information

Committed to
Retain No Yes

Retention Reason Retention Note

i. Committed to Retain - select yes, no, or leave blank.

Retention reason — enter information if desired.

Retention note - enter information if desired.

3. When the item work form is complete, click Save and Edit to save and stay on the record, or
click Save to save and return to the Metadata Editor. Save and Edit is very useful if you have
notes or enumeration/chronology that you need to enter on other tabs of the item record.

< Physical Item Editor

General ENUM/CHROMN Motes

History

Functional Notes

Public note

Fulfillment note

Internal Notes

Internal note 1 paperback} gift

Internal note 2

Internal note 3

Statistics Notes

Statistics note 1

Statistics note 2

Statistics note 3



4. Once you have saved the item record, the cataloging is complete. You can now release your
records from the Metadata Editor by clicking the Record Actions menu and selecting
Release Record.

Bsave - @ New - |& Record Actions ~ # Editing Actions - =+ Add Inventory ~

Books (Default) | " | Release Record (Alt+Shift+R)

Barefoot Contessa : foolj
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Duplicate Record

| 01848cam
N1

aa11a192 Derive Mew Record




