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Splitting Inventory

* Physical and electronic inventory should be on separate bib records in Alma
— Physical = Holdings with items
— Electronic = Portfolios

* Electronic portfolios should not be ordered from a Network Zone (NZ) or Institution Zone (IZ) physical
format bib record. Electronic portfolios should be ordered in Alma from either the:
1. Community Zone (CZ)
2. Institution Zone (12)

* Bib records with physical and electronic inventory in Alma may have:
1. Migrated on the same bib record because physical and electronic inventory was on the same bib
record in Aleph and the Aleph number was included on the P2E form
2. Accidentally ordered electronic portfolios on the physical bib record in Alma
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Splitting Inventory

 The P2E process:
1. Created the electronic portfolio on the physical bib record
2. Created an IZ only electronic portfolio
 The IZ electronic portfolios are not linked to the CZ and will, therefore, have an IZ icon
3. 865 Su was used to add the linking information to the portfolio
* MARC 856 did not migrate in the bib record unless otherwise specified during migration
4. Included the electronic provider name if the information was included in 856 Sz
* This is helpful to determine which CZ electronic collection the electronic portfolio should be
linked to
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Splitting Inventory

* Electronic portfolios:
— Must be split record by record because there are no jobs in Alma that can split inventory
— The URL in the portfolio editor can be used to help identify the electronic collection if the
collection name is not populated from migration

» Steps to Split electronic portfolios from physical bib records:
1. Identify electronic portfolios to be split
2. Review electronic portfolios to be split
3. Relink electronic portfolios or Delete electronic portfolios
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ldentify Inventory to Split

* Inventory that needs to be split can be identified:
— Individually during typical workflows
— Analytics report

* The following analytics reports can be used to identify inventory that needs to be split:
1. Physical and Electronic Inventory on a Physical Bib Record
* |dentifies portfolios to be split
2. Electronic Inventory Only on Physical Bib Records
* I|dentifies portfolios not linked to the CZ that need to be split
*  The bib records may or may not have other inventory
3. Physical and Electronic on the Same Bib Record
* |dentifies either physical inventory or portfolios that need to be split

* The following role is required to access analytics:
— Designer Analytics

ﬁ , @ u www.suny.edu



ldentify Inventory to Split

To access the “Physical and Electronic Inventory
on a Physical Bib Record” report

1. Go to Analytics>Analytics>Design — T — —

Analytics ) murms

:
Click Catalog T

4 Community

Home Catalog Dashboards « Create w Open »

Expanu  nue v

—- MM  Last Modified 11/17/2020 12:21:456 PM  Owner System Accoul
Expand Morew
i

Personal Folders Last Modified 11/17/2020 12:21:49 PM  Own
Expand More w

COpen Edit Morew

2.

3. Expand the "Shared Folders" | Py tems otutes 1720 2220370 O

4. Expand the "Community" folder q-.’RMgmt

5. Expand the "Reports" folder e oo SRR L TR T

6. Expand the "Consortia" folder o]y A v Sort Name A-Z w [ Show More Detai
7. Expand the "SUNY" folder i i:?j & Electronic Inventory (Only) on Physical Bib Records  Last o
8.

Expand the "Resource Management"
folder

i " i Si Physical and Electronic | to Physical Bib Record
9. Click Open from the Phy5|ca| and . » Gpgn5|cl:zaéi_—ar;mreicronlc nventory on a Physical Bib Recor
Electronic Inventory on a Physical Bib
Record" report

%‘f\ Physical (Only) on Electronic Bib Records  Last Modified 1117/
Cpen Edit More w

%‘ﬁ Physical and Electronic Inventory on the Same Bib Record
Open Edit Morew

Path: /Share Folders/Community/Reports/Consortia/SUNY/Resource Management
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Review Electronic Portfolios to be Split

To review the electronic portfolio to be split:

1. Perform an “All Titles: [Keywords or MMS ID]: [MMS ID]” repository search to view both physical and

electronic inventory:

All titles = MMSID - | 990000160020204803

A Q

1 =2 The Founders' Constitution / edited by Philip B. Kurland and Ralph Lerner.

Book {Book - Physical} text; unmediated; volume By Language: English
Kurland, Philip B., (Chicago : University of Chicago Press, ISBN: 0226463877 and others

1887.)
Subject: Constitutional history—United States—Sources. Fggg[%ﬂuﬁgggaﬁ v

Constitutional history. Staatsinrichting. and others
Creation Date: 06/16/2019 11:51:43 EDT
Modification Date: 08/14/2020 21:12:53 EDT

® Physical (1) ® Electronic (1) Other details

Edit Record

MMS ID:
990000160020204803

Portfolio List

2. Perform an "Electronic Portfolio: Title: Title" repository search to see if the electronic portfolio already

exists in either the IZ or the CZ:

Electronic portfolios * Title + | The Founders' Constitution
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Review Electronic Portfolios to be Split

To review the electronic portfolio to be split:
3. Determine how to handle the electronic portfolio being split:

1. |Ifitis an IZ electronic portfolio is being split from a physical bib record because a portfolio does
not already exist:

1. Determine the collection the portfolio needs to be linked to

= The link came be found on the Linking tab of the portfolio if the electronic collection is not
populated

2. Use “Link to Community” workflow to link the 1Z electronic portfolio to the CZ

2. Ifitis a CZelectronic portfolio being split from a physical bib record because a portfolio does not
already exist:

1. Use "Relink to another bibliographic record" workflow to relink the electronic portfolio to the
CZ bib record
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Review Electronic Portfolios to be Split

To review the electronic portfolio to be split:
3. Determine how to handle the electronic portfolio being split continued:
3. If the IZ portfolio will not be linked to the CZ
1. Export the electronic format bib record from OCLC to the 1Z
2. Relink the portfolio to the exported bib using "Relink to another bib record" and select the IZ
bib record
3. Edit the portfolio and select "Attach to an electronic collection" to add it to a local or CZ
collection
4. Delete the electronic portfolio being split if another portfolio already exists either
 Manually from the electronic portfolio OR
* Using the "Delete Portfolios" job for an “Electronic Portfolio” set created using the portfolio ids
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Review Electronic Portfolios to be Split

To review the electronic portfolio to be split:
4. Determine whether to use the CZ descriptive record
e If you do not want to use the CZ descriptive record:
1. Export the electronic format bib record from OCLC to the IZ
2. Relink the portfolio to the exported bib using "Relink to another bib record" and select the IZ
bib record
3. Then, link the I1Z portfolio to the CZ collection using "Link to Community"
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Splitting Electronic Portfolios from
Physical Bib Records
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Splitting Electronic Portfolios from Physical Bib Records

IZ electronic portfolio to be split that will be

linked to the CZ: . .
" . . 67 4 Social security bulletin. EditPortfolio  Order
1. Perform an E|ectr0nlc POI'th|IO Onling; getFullTxt Electronic Material Type: Journal Portfolio ID: o
. . 1SSN: 0037-7910 Creation Date: 06/23/2019 8.4 AM  9309911150004344
repOSIto ry SearCh for the eIeCtronIC Modification Date: 06/23/2019 8:46 gdgl\[‘]lgﬂlgéﬂa[]m[]clw Link to communityh
. . AM
pOthO|IO tO be Spht Create E-Activation Task
2. Click Link to Community from the Testacoess
ellipses Delt
3. Click on the radio button next to the her el Femor
electronic portfolio/collection to be
relinked to Link Standalone Portfolio to Community Zone Collection 00 Caﬂw
4. CIiCk Next Select local Electronic Collection v
5. Click Next T-1of 0
1 o u US Government Documents
Type: Selective package
Services: Full Text (Available)
Interface name: US Government Documents
;‘r:l::::;‘:::ﬁjﬁzm —_— Collection ID: 6163658380004844
Modification Date: 06/17/2020 8:53 AM MMS 1D: 536656947404344
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Splitting Electronic Portfolios from Physical Bib Records

IZ electronic portfolio to be split that will be
linked to the CZ:
6. Select source of descriptive
information: [Select "Use descriptive
metadata from the community']
7. Click Next Select source of descriptive information v
8. Click Link to the Community
 Click Cancel if an error message
appears stating “The selected
pOthOIiO already bEIOngS to the with updates from the community zone.
selected electronic collection”

 Then, delete the portfolio to be
split
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Link Standalone Portfolio to Community Zone Collection
0-0-0

@ Use descriptive metadata from the community

Keep local descriptive metadata. Note that the descriptive metadata will not be synchronized




Splitting Electronic Portfolios from Physical Bib Records

IZ electronic portfolio to be split that will not be

linked to the CZ:
1. Export the correct format bib record to the
IZ from OCLC if it does not already exist Relink to another bibliographic record sffmssmSancel m
2. Perform an "Electronic Portfolio" repository

search for the electronic portfolio to be

split
p, . . Relink Confirmation

3. (Click Edit Portfolio
4. CI ICk Relink to anOther bibliographic record You are about to relink the portfolio to title "Mindful moves : kid-friendly yoga and peaceful activities for a happy,

1. Click on the "Select from list" icon e o Mol Crceze

2 . Sea I"Ch fOI" the tltle |n the IZ Choose Title* | Mindful moves : kid-friendly yoga and peaceful activities for a happy, healthy you / Nicole1 X = O

3 . CI |Ck on the Title I)iIJ\iﬂgpa(:J“r?ig Delete bibliographic record(s)

records without
4. Handle bibliographic records without nventory
inventory: [Select "Delete ==

bibliographic record(s)"]
5. Click Confirm
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Splitting Electronic Portfolios from Physical Bib Records

IZ electronic portfolio to be split that will
not be linked to the CZ:
5. Click Attach to an electronic
collection
1. Click the "Select from list" icon
2. Search for the electronic

Relink to another bibliogrw Attach to an electronic collection Cancel m |

collection the record should be Attach to an electronic collection - Select a collection and service
linked to
3. Click Conf irm Electronic Maggie's Test Import Profile Electronic Collection X 29

Collection *

6. Click Cancel or Save
 Cancel - if no changes have
been made to the electronic
portfolio —
 Save - if changes have been
made to the electronic portfolio
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Splitting Electronic Portfolios from Physical Bib Records

CZ electronic portfolio to be split:
1. Perform an "Electronic Portfolio" repository search for the electronic portfolio to be split
2. Click Edit Portfolio
3. Click Relink to another bibliographic record

1 ¢ Economic indicators / prepared for the Joint Committee on the Economic Report by the Council of Economic Advisers. s it Porfolo  Orcer
US Govermnment Documents: getFullTxt Access Type: Current Portfolio ID:
ISSN: 00130125 Electronic Material Type: Journal D337 23080004844
- : . o010 9 Service ID:
Available from 1995. Crealtmn E.Jate‘ 06/24/2019 2.02 AM 26365837 0004844
Modification Date: 11/18/2020 2:46 PM —
Collection ID:
6163656380004844
MMS 1D:

990001573630204844

Relink to another bibliographic record H |
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Splitting Electronic Portfolios from Physical Bib Records

CZ electronic portfolio to be split:
4. Choose title:
1. Click the "Select from list" icon
2. Search for the CZ bib record the Yol are about o reik the portfokiofo e “Economic ndicators/ prepare forthe.Joint Commitize on the
electronic portfolio should be linked u Coonomic Reparts e pleslorfesseofthe o ommieeonte

Relink Confirmation

Economic Report.

to Choose Title * | Economic indicators / prepared for the Joint Committee on the Economic Reportbythe Co X | iE 9
3. Click on the Title L re———— -]
4. Handling bibliographic records o
without inventory: [Select “Delete B cortem |

bibliographic record(s)”]
5. Click Confirm
6. Click Cancel or Save
 Cancel - if no changes have been
made to the electronic portfolio
 Save - if changes have been made to
the electronic portfolio
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Deleting Electronic Portfolios

e Electronic portfolios only need to be deleted if a CZ electronic portfolio already exists in the repository
for the electronic portfolio and linking the portfolio to the CZ would create a duplicate portfolio

* Electronic portfolios can be deleted:

— Manually
— Using ajob
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Deleting Electronic Portfolios

To manually delete electronic portfolios:
1. Search for the electronic portfolio using an "Electronic Portfolio" repository search
2. Click Delete from the ellipses
3. Handling bibliographic records without inventory: [Select "Delete bibliographic record(s)"]
4. Click Confirm

1 a4 Mindful moves : kid-friendly yoga and peaceful activities for a happy, healthy you / Nicole Cardoza. Additional order  Edit Portfolio I:l
Maggie's Test Import Profile Electronic Collection: getFullTxt Access Type: Current '™ Orders: 1 . |
ISBN: 9781635862713 Creation Date: 11/17/2020 6:25 PM Portfolio ID: e
ISBN (13): 9781635862713 Modification Date: 11/18/2020 11:47 5382769830004844 Create E-Activation Task
AM Service 1D:
6282737320004844 Test access
Collection ID: .
6182737330004844 Delete
MMS ID: Move &
i 996750467804844
Delete confirmation Report To Ex Libris
Resource sharing request
Deactivate
You're about to delete the selected portfolio. Do you want to proceed?
Display in Discovery
: r
bibligglr]adglr?ig Delete bibliographic record(s)| I
records without
inventory
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Deleting Electronic Portfolios

Delete a set of portfolios using a job:
1. Go to Admin>Manage Jobs and Set>Run a Job
Select the “Delete portfolios” job
Click Next
Select the set
Click Next
Portfolio is linked to an active PO-line: [Select one}
e Skip
* Delete portfolio
7. Portfolio is linked to an active e-Activation task: [Select one]
e Skip
* Delete portfolio
8. Handling bibliographic records without inventory: [Select "Delete bibliographic record(s)]
9. Click Submit
10. Click Confirm
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Deleting Electronic Portfolios

Run a Job - Enter Task Parameters H—o 4 Cancel Back Next
Task Parameters: Delete portfolios “
DELETE POLICY
Portfolio is linked to an Q |Look-up or select -
active PO-line * S

POrOli0 I8 e 0 e | SKi Will prevent portfolios with an active POL from being deleted. May

active e-Activation task * . . .
o _ _ want to choose this so POLs can be closed or canceled prior to being
Handling bibliographic | Delete portfolio

records without inventory *

Run a Job - Enter Task Parameters o—o—o 4 cancel m

Task Parameters: Delete portfolios V)

DELETE POLICY

Portfolio is linked to an

active PO-line * Delete portfolio -
Portfolio is linked to an .
active e-Activation task = |_Deiete portfolio v
Handling bibliographic - i
records without inventory * Delete bibliographic record(s)
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Troubleshooting

Possible scenarios that may be encountered while splitting electronic inventory from physical bib records:
1. No matching CZ electronic portfolio in the collection
2. The institution does not want to use the descriptive metadata of the community zone record
3. The electronic portfolio already belongs to the selected electronic collection
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Troubleshooting

No matching portfolio in the CZ collection:
1. Export the electronic format bib record to the institution's 1Z from OCLC Connexion
2. Search for the electronic portfolio in the repository using: Electronic portfolio: [Title, Portfolio pid,
etc.]: [enter search terms]
3. Click Edit Portfolio
Click Relink to another bibliographic record
5. Choose Title:
1. Click on the "Select from list" icon
2. Search for the bib record from step 1 in the 1Z
3. Click on the title
Handling bibliographic records without inventory: [Select "Delete bibliographic record(s)"]
Click Confirm
Click Attach to Another Collection
Click the "Select from list" icon
10 Search for the collection the electronic portfolio will be attached to
11. Click on the collection name
12. Click Confirm
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Troubleshooting

The institution does not want to use the descriptive metadata of the community zone record :
1. Export the correct electronic format bib record from OCLC Connexion to the 1Z

Search for the electronic portfolio using an "Electronic Portfolios" repository search
Click Edit Portfolio
Click Relink to another bibliographic record
Choose Title:

1. Click on the "Select from list" icon

2. Search for the bib record from step 1 in the 1Z

3. Click on the title
Handling bibliographic records without inventory: [Select "Delete bibliographic record(s)"]
Click Confirm
Click Link to Community from the ellipses
Choose title:

8. Click the "Select from list" icon

9. Search for the CZ bib record the electronic portfolio should be linked to

10. Click on the record

11. Handling bibliographic records without inventory: [Select "Delete bibliographic record(s)]
10. Click Confirm
11. Click Cancel or Save
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Troubleshooting

The electronic portfolio already belongs to the selected electronic collection:
1. Click Cancel when the error message appears stating “The selected portfolio already belongs to the selected
electronic collection”
2. Delete the electronic portfolio instead of using the "Link to Community" workflow because it already exists
1. Click Delete from the ellipses of the portfolio
2. Handling bibliographic records without inventory: [Select "Delete bibliographic record(s)"]
3. Click Confirm
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Supporting Documentation

SUNY:
e SLS Libguide: Splitting Inventory
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https://slcny.libguides.com/c.php?g=986218&p=8016831

