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1.1 Alma Digital: Managing Digital Resources Manually
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Notes:

Hello, and welcome to this session on managing digital resources manually.  To get the most out of this session, you need to have watched the Alma Digital session about managing collections.  

1.2 Digital Resource Data Model
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Notes:

In this session, we’ll start by reviewing the Digital Resource data model.  Then, we’ll learn how to add digital resources to Alma when a bibliographic record for the title does not yet exist, and when a record does exist.  And finally, we’ll consider how to work with existing digital resources.

After a brief session review, there will be a short quiz to test your knowledge.

1.3 Collections
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Notes:

In the Managing Collections training session, you learned how to create and manage collections.  You also learned how to add titles to a collection, whether or not those titles already included digital resources.

In this session, you’ll learn how to add a digital resource to an existing title.  And, you’ll learn how create a digital resource and its title, or bibliographic record, at the same time.

But first, we’ll start with a quick review of the digital resource data model.  

1.4 Digital Resource Hierarchy
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Notes:

In Alma, digital resource metadata is stored in a three-tiered structure.  

The top tier contains the bibliographic record containing title level metadata. The middle tier contains metadata about a master representation, and possibly one or more derivative representations. 

And, the bottom tier contains metadata about one or more asset files that comprise each representation.  

It is at this lowest level, the file level, that you will use Alma to upload the actual digital files to Amazon Web Services for storage and retrieval.  
1.5 Add Digital Resource and New Title 
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Notes:

Now, let’s learn how to create a new digital resource along with a new bibliographic record in Alma Digital.  
1.6 Example 1:  Digitized Photograph
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Notes:

Imagine you want to add this photo of Sarah and Carolyn to your Pet Images collection.  The three-tiered digital resource hierarchy might look like this.

At the top is the bib record with descriptive metadata about the title, Sarah and Carolyn.  

Next, are the representations.  The master representation is a hi-resolution scan of the photo.  This could certainly be the only representation if you like.  But, perhaps the image is copyrighted and can only be accessed by registered users.  Then, you might want to add a watermarked derivative representation that can be accessed by everyone.  

Each of these representations acts as a container for metadata about one or more files.

The hi-resolution master representation has two files: an sc jpeg, an image of the front of the photograph, and an sc-back jpeg for the back of the photo.  The watermarked derivative representation has two parallel files.

Here, at the file level, you not only create metadata, but you also use Alma to upload the actual digital files to Amazon Web Services for storage.
Photo (Slide Layer)
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1.7 Add Digital Representation
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Notes:

To get started, click Resources on the main menu bar in Alma.  Then, locate the Create Inventory section and click Add Digital Representation.  Here, you’ll see the Representation Details Page which is divided into three sections representing the three levels of the digital resource hierarchy:

· The Descriptive Information section for the bib record.

· The Representation Details section.

· And the File Upload section.
Representation Details (Slide Layer)
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1.8 Descriptive (Bibliographic) Information
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Notes:

Let’s start with Descriptive Information.  Since you are adding a new bib record for the photo, select New.  Then, choose a Record Format, perhaps Dublin Core.   

As usual in Alma, mandatory fields are marked with an asterisk, so select a Collection for the resource.  You also need to enter a Title, for example, Sarah and Carolyn.  Next are the optional bibliographic metadata fields including the Creator, Description, and Date.  

The resource Type is also optional, but instead of typing in a value, select one from the drop-down list of Dublin Core types.  Different options are available for other record formats, for example, MARC 21.  

Finally, check the box if you want to suppress this representation from discovery.
Record Format (Slide Layer)
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Collection (Slide Layer)
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Type (Slide Layer)
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1.9 Representation Details
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Notes:

Now, let’s move down to the Representation Details section.   Since Alma is storing your digital assets in Amazon Web Services, make sure the Remote box is unchecked.

Next select the Usage Type, Master, to indicate that this is the master representation of the photo, the one without a watermark.  Then select the Library that owns this resource.

The remaining fields are optional.  If the photo is copyrighted, you might want to select the appropriate Access Rights Policy from the list of policies configured for your institution.  These policies specify the conditions that need to be met in order for patrons to access digital content.  Here I selected one that only allows access for Registered Users.  If you leave the Access Rights Policy field blank, Alma will apply the default policy configured for your institution.

The Label field appears in the Primo Get It section and should be descriptive of the representation.  The Public Note also appears in the Primo Get It section, so enter information that might be helpful for your patrons.   For example, explain the assigned Access Rights Policy.

On the other hand, the Note field is internal to Alma and intended to help in collection management.

Finally, select an Entity Type if you need to enable additional metadata fields for specific content types.  For example, if this were a digitized issue of a serial rather than an image, you could add Volume, Issue, and Date information.  
And, you could click Auto-Generate Label to have Alma create a label based on these fields as well.


Usage Type (Slide Layer)
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Access Rights Policy (Slide Layer)
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Entity Type (Slide Layer)
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1.10 File Details
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Notes:

Now, you are ready to upload files associated with the Master representation.  To upload files from your computer, click Add Files to browse your file system and select the files to upload. Or, drag and drop your files into the middle of the table. With either technique, wait for the green progress bar to complete and disappear. 

There is not much metadata to enter at the file level.  By default, Alma uses the file name as the Label, but you may want to enter something more helpful such as Photo Front and Photo Back.  

The third technique is used if you have stored your files on Ex Libris’ AWS S3 system. In that case, select Folder, and enter the S3 location where the files are stored. Details on how to store files on AWS can be found in the documentation links where you launched this training session.

When done, click Save and Edit to continue working on the files.  Then, click on the Files List tab. 

Browse to Files (Slide Layer)
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Drag and Drop (Slide Layer)
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Uploaded Files (Slide Layer)
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Folder (Slide Layer)
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Representation Editor (Slide Layer)
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1.11 File Sort Routine
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Notes:

Here, you can view and change the order in which the files are displayed to patrons.  Most likely, you want the photo front to appear first, so click Sort Files, and select Sort Routine.  

In this example, neither the Creation Date nor the Label Sort Routine will allow you to impose the desired order.  The File Name routine, however, will work.  Conveniently, the file naming convention shown here has the desired file order embedded in the file names.  

After selecting the Sort Routine, click Save.  

Save Sort Order (Slide Layer)
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1.12 Add Another Digital Representation
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Notes:

Now, you can search the Alma repository for your new digital resource.  To see information about the representation you just created, click on the Digital tab for the search result. 

Here, you can see the Master representation, with the Label, “Scanned Photo”.

You still need to add the Derivative representation with the watermark, so click All Representations to open the Digital Resource Editor.   Then, click Add Representation.
Digital Resource Editor (Slide Layer)
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1.13 Representation Details
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Notes:

Once again, we see the Representation Details page with all three levels of metadata.  But, this time, the top level, Descriptive Information section contains the bibliographic metadata you entered a moment ago.  

In the Representation Details section, make sure Remote is unchecked.  For Usage Type, remember to select Derivative instead of Master, and verify that the correct owning Library is selected.

Complete the remaining optional fields as desired.  For example, select an Access Rights Policy that lets everyone access this representation since it has a copyright watermark. And, enter a helpful Label such as Scanned Photo with Watermark.

Finally, scroll down to the File Upload area and upload your files.  Remember to edit the file Labels, then click Save and Edit when done so you can select a file Sort Routine.

Once again, search the Alma Repository for Sarah and Carolyn.   Note there are two representations on the Digital tab for the search result.  To see how the Scanned Photo with Watermark looks in your institution’s viewer, click Viewer next to that representation.
File Upload (Slide Layer)
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Repository Search (Slide Layer)
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1.14 Alma Viewer
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Notes:

Here’s how the representation looks in the Alma Viewer.  

· On the right side of the Alma Viewer is the Descriptive Information from the bib record.  

· On the left are the Contents of the representation, namely thumbnails of the uploaded files and their modified Labels.

·  And in the middle, is the file you are currently viewing.
1.15 Add Digital Resource to Existing Title
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Notes:

Now, let’s add a digital resource to an existing title that has no previously associated digital resources.  
Example 2: Digitized Book (Slide Layer)
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1.16 Example 2:  Digitized Book
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Notes:

The process is almost the same as creating a digital resource and a title together, so this will be a quick demonstration using example number two: a digitized copy of the book, Rab and His Friends.  
At the top of the hierarchy is the bibliographic metadata.  And, once again, there are two representations.  

This time, the master representation contains a separate TIFF file for each page of the scanned book.  And, the derivative representation contains a PDF of all of the scanned pages compiled together in a single file for user download.
Rab and His Friends (Slide Layer)
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1.17 Add Representation from Repository Search or MD Editor
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Notes:

You have three options for getting started when you want to add representations to an existing title.  

You can perform a repository search.  When you find the right title, click Add Representation on the row actions list.

Or, if you already have the title’s bibliographic record open in the MD Editor, go to the Tools menu, hover over the active record format, and then click Add Representation.

With either of these methods, you will land on the Representation Details page where you can continue with your work.
MD Editor (Slide Layer)
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Representation Details (Slide Layer)
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1.18 Add from Resources Menu
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Notes:

For option three, click Resources on the main menu bar in Alma.  Then, locate the Create Inventory section and click Add Digital Representation to open the Representation Details page.   

Since, you’re adding the representation to an existing title, select Existing.  Then, click in the Title field to search the repository for the title Rab and his Friends.

Click on a search result to select the desired title.  

No matter which method you used to arrive on the Representation Details page, you need to select a Collection for the digital resource.
Search Repository (Slide Layer)
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Representation Details Page: Select Title (Slide Layer)
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Representation Details Page: Select Collection (Slide Layer)

[image: image42.jpg]Add from Resources Menu

< Representation Details ‘Save and Edit Cancel

Descriptive Information v

Title | Rab and his riends : and other dogs and men / by John Brown, M. D. X
Representation Detalls v
Remote [
UsageType * | Master N
Library * | Science Library X

Access Rights
Policy.

Label





1.19 Representation Details
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Notes:

Now, you can start adding the representation to the title. Complete the metadata for the Master representation which includes a tiff file for each page in the book.

At a minimum, make sure Remote is unchecked and assign the correct Usage Type, select a Library, and perhaps enter a helpful Label. 
Master Representation (Slide Layer)
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1.20 File Details
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Notes:

Now scroll down to the File Details area and choose your method for uploading the TIFF files.  Again, you can either drag and drop them here, or click Add Files to browse your file system and select the files to upload. Or select Folder, and enter the AWS S3 location where the files are stored.

When your upload is complete, you might want to enter new labels for the files, but this would be a tedious task to do manually.  Fortunately, you can learn how to work with bulk operations for digital resources in future sessions.  So, for now, just click Save.

If you search for your new digital content in the Alma repository, you can see that the physical copy is still there, but now there’s a digital representation containing 16 files.  We’ll learn how to add more files later. 

First, let’s add a Derivative representation, the compiled PDF of the whole book.  Click All Representations to open the Digital Resource Editor. 

Uploaded Files (Slide Layer)
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Search Results (Slide Layer)
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Derivative Representation (Slide Layer)
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Search Results - All Representations (Slide Layer)

[image: image49.jpg]File Details
Title ~ raband his friends n Advanced ¥

All Titles (1-10f 1)  raband his friends # Save Query

#tinstitution 28 Community

Epands [ @

1 Rab and his friends : and other dogs and men / by John Brown, EdtRecord  Holdngs =
M.D.
Book (Book - Physical} By Brown, Language: English Requests: 2

John, (London :J M Dent & co[19071)  Regord number: CNV01860343

® Physical (1) Electronic ® Digtal (1) Collections (1) Other details
1 Representation

Label Usage Type Repository, Files

Scanned Book

PagesinTIF Master Alma i Viewer G

Format

All Representations





1.21 Add Another Representation
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Notes:

On the Digital Resource Editor page, click Add Representation.  Fill in the Representation Details, upload the PDF file and add a useful Label, then click Save.  And now, you have two digital representations.
Representation Details (Slide Layer)
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Two Representations (Slide Layer)
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1.22 Alma Viewer
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Notes:

If you search the repository for Rab and his Friends again, you’ll see two representations on the Digital tab.  Let’s click Viewer next to the PDF version.  And, here it is in the Alma Viewer.
Representation Details (Slide Layer)
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1.23 Work with Existing Digital Resources
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Notes:

Now that we know how to add Digital Resources to Alma, we’ll cover a few tips for working with existing digital resources.
1.24 Open Digital Representation Resource Editor
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Notes:

To work with an existing digital resource, begin with a repository search.  Select the resource type, Digital Titles, to narrow your search results and expose type-specific action buttons such as the Representations button.  

Click Representations to launch the Digital Resource Editor.

As we saw earlier, here you can add additional representations to the title.  You can also select one or more representations and delete them.  If you delete the last representation associated with a title, and there’s no other inventory, Alma will ask you how to handle bibliographic records without inventory.  You can Do nothing, Delete bibliographic records, or Suppress bibliographic records.
Resource Editor (Slide Layer)
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Delete Confirmation (Slide Layer)
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1.25 Work with An Existing Representation

[image: image59.jpg]Work with An Existing Representati

< Digital Resource Editor Cancel

Rab and his friends : and other dogs and men /
Brown, John, 1810-1882. J M Dent & co London :
[1907).

1-20f2 | Label ~ Q

=
R Tageeiiion 18

Library Label v Usage

Scanned Book Pages
in TIF Format

1 () 127877 Science Library Mastd Delete |

2 127877... Science Library H‘:;FS:;';‘:’B”" Dervatve  Alma





Notes:

To work with an individual representation, click the Row Actions List and 

· Select View for read only access to the representation’s metadata.

· Deliver to see the representation in your institution’s selected Viewer.

· Delete to delete the representation along with its uploaded files.  

· And, Edit to launch the Digital Representation Resource Editor.

Let’s click Edit to open the Master representation in the Digital Representation Resource Editor and take a quick tour of the editor’s four tabs.
Representation Editor (Slide Layer)
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1.26 General Information Tab and History Tab
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Notes:

Visit the General Information tab to view and edit representation level metadata.   

If you come back to the Digital Representation Resource Editor later, you can see General Information tab changes on the History Tab.  

History Tab (Slide Layer)
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1.27 Files List Tab
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Notes:

On the Files List tab, you can click Add Files to upload additional files if needed.  And, if you haven’t done so already, remember to click Sort Files and select a Sort Routine.    

Click on the Row Actions List to Download or Delete an individual file.  Or, to delete multiple files at once, select those files and click Delete Selected.   

Note that the Files List changes are not logged on the History tab.

1.28 Notes Tab
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Notes:

Use the Notes tab to enter internal notes only visible within Alma.  Changes made on the Notes tab do not get logged on the History tab.
Add Note (Slide Layer)
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1.29 Editing Bibliographic Metadata
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Notes:

So far, we have only discussed working with the representation and file levels of a digital resource.  If you need to edit bibliographic information about your digital resource, perform an All Titles search in the repository.  Then, click Edit Record to launch the Metadata Editor.
Metadata Editor (Slide Layer)
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1.30 Session Review and Quiz
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Notes:

That concludes the main portion of this training session. Let’s briefly review what was covered and then proceed to a short quiz.
1.31 Session Review
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Notes:

In this session, we:  

· Began by reviewing the Digital Resource data model.

· Then, we created a digital resource along with a new bibliographic record.

· And we created a digital resource for an existing bibliographic record.

· And finally, we looked at how to work with existing digital resources. 

What are your next Steps?
After the short quiz that begins on the next page, complete the hands-on exercise for this session.

Please refer to the Recommended Articles section where you launched this training session for additional information.  Then, continue to the next training session in this series.

1.32 Quiz: Digital Resource Data Model

 (True/False, 10 points, 1 attempt permitted)
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	Correct
	Choice

	X
	True

	 
	False


Feedback when correct:

Right!  The correct answer is True.

You can associate more than one representation with a single bibliographic record.  And, each representation can contain more than one file.

Feedback when incorrect:

The correct answer is True.

You can associate more than one representation with a single bibliographic record.  And, each representation can contain more than one file.

Notes:

Correct (Slide Layer)
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Incorrect (Slide Layer)
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1.33 Quiz: Special Format Representation

 (Multiple Choice, 10 points, 1 attempt permitted)
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	Correct
	Choice

	 
	Create two almost identical bib records, one for each version of the digital resource. Suppress the bib record for the original version so it will not show up in discovery.

	X
	Create one bib record for the digital resource.  Attach two representations, one for the original version, and one for the PDF.  Assign a different Access Rights Policy to each representation.

	 
	Add the PDF version to Alma Digital.  Put a sticky note on your computer monitor reminding yourself to do something about the original version later.


Feedback when correct:

Right!  The correct answer is:

Create one bib record for the digital resource.  Attach two representations, one for the original version, and one for the PDF.  Assign a different Access Rights Policy to each representation.

Feedback when incorrect:

The correct answer is:

Create one bib record for the digital resource.  Attach two representations, one for the original version, and one for the PDF.  Assign a different Access Rights Policy to each representation.

Notes:

Correct (Slide Layer)
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Incorrect (Slide Layer)
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1.34 Quiz: File Sort Routines

 (Multiple Response, 10 points, 1 attempt permitted)
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	Correct
	Choice

	X
	Creation Date

	X
	Label

	X
	File Name

	 
	Usage Type

	 
	File Size


Feedback when correct:

Right!  The correct answers are:

Creation Date

Label

File Name

Tip:  Consider using a file naming convention with embedded sorting information. 

Feedback when incorrect:

The correct answers are:

Creation Date

Label

File Name

Tip:  Consider using a file naming convention with embedded sorting information. 
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1.35 Thank You!
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Notes:

Thank you for joining this session!
1.36 About this Training
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Notes:

1 (Slide Layer)
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