
Alma Essentials – Resource Management 

Record Actions in the Metadata Editor 

 

In our last session, we saw how to edit records in the Metadata Editor. In this session, we'll 

look at other actions you can perform on records . 

With a record currently open, let's take a look at the Record Actions menu, where we can 

perform some record-level actions . 

Reload Original Record will open the latest saved version of the record, undoing all of the 

changes you've made since the last save . 

Duplicate Record creates a new copy of this record. You can see the New indicator in the top 

ribbon and the navigation bar. 

Derive New Record creates a new record related to this one, according to the selected 

record type; for example, to create another edition for the title . 

Validate runs the Validation process to display any potential errors and warnings, just as we 

saw when saving the record. 

Find Matches searches for records matching this one, based on your configured Matching 

Profile; for example, matching by ISBN . 

Add Note adds an administrative note to the record for other library staff; as opposed to 

adding a note field within the record. After adding the note, a note icon indicates there is a 

note on this record. You can view the Note under View Related Data > View Notes . 

Assign Record to Another Cataloger will release this record from your user, assign it to your 

selected colleague, and load it for them in the Metadata Editor. You can add a note and an 

email alerting them of the assignment . 

For assigned records you can Release Assignment . 

You can also release all of the records currently assigned to another user of your choice.  

Selecting Suppress from Discovery means this record will not show up on searches in Primo 

by library patrons. The Suppressed icon lets you know this record is suppressed; and you can 

unsuppress from the Record Actions menu as well . 

You can also suppress this record from external search by third party systems, such as other 

members in a resource sharing network. 

Other options available are adding inventory to this title such as a Holdings record, a Physical 

Item, an Electronic Portfolio, or a Digital Representation where you can upload a digital file 

of the content. 

When you're done working on your records, and you've saved your work, it's good practice 

to Release all records via the Navigation Bar . 

Thanks for joining ! 

 



 

 


