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Hands-on Exercise




Learning Objectives
By the end of this exercise you will be able to create a digital import profile for MARC 21 records. 

Required User Role
You will need the following user role to complete this exercise:
· Catalog Administrator


The Exercise
In this workflow practice, you will create a digital import profile for processing the metadata you worked with in the hands-on exercise for either one of these previous training sessions: 
· Bulk Workflow - Preparing MARC XML Files
OR
· Bulk Workflow -  Preparing CSV Files
[bookmark: _Hlk502300152]An example of the completed metadata file and the related digital resource asset files accompany this document.

[bookmark: _GoBack]Steps
1. Launch the Import Profile Wizard and begin building a Digital import profile.

2. Step through the Import Profile Wizard making selections that reflect the requirements of your selected set of metadata and asset files.  
	Step
	Description
	Tips

	1
	General Profile Information
	· Uncheck the Remote box.
· Select the required Physical Source Format, XML or CSV.
· Complete remaining fields as needed for MARC 21.

	2
	Normalization and Validation
	· If you want to add your digital resources to the collections specified in the metadata, choose the Add BIB to Collection normalization process.
· The other defaults are fine for this exercise.

	3
	Match Profile and Actions
	· Think about the purpose of this import profile – you will only be importing new records, so the defaults are fine for this exercise.
· In the future, if your upload needs to update or delete records, you will need to change these settings.

	4
	Management Tags
	· When creating your “real” import profiles, think about when and how you will go live with your digital resources. 

	5
	Bibliographic Record Level
	· Select a default collection.

	5
	Representation Details
	· For XML:  You need to define two representations, one for Master representations and one for Derivatives.  Complete the Group files by regular expression field to indicate which files will belong to the master and which files will belong to the derivative representation.
· For CSV: the metadata contains the usage type information, so you do not need to define separate representations.
· Select fields from which to pull information such as labels and access rights. Specify default values for when the metadata is absent for these fields.
· Remember to save your import profile when done.

	5
	File Details
	· By default, Alma will pull file names from “856” subfield “u”.  If you entered file names into a different field remember to specify that field.
· The remaining fields are optional.
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Save your work for use with the exercise that accompanies the next session in this series.
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