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1. Using the Digital Uploader

1.1 Using the Digital Uploader
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Notes:

Hello and welcome to this session on using the Digital Uploader in Alma
1.2 Roles
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Notes:

The  role of Digital Inventory Operator is required for Using the Digital Uploader. 

1.3 Agenda: Using the Digital Uploader
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Notes:

In this session we’ll introduce the Digital Uploader tool which is used to perform bulk upload of files into Alma

1.4 Introduction: Using the Digital Uploader
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Notes:

There are two basic workflows involved in creating digital resources in Alma:
The  MetaData import process is  used to create titles with digital content in bulk
The Manual Creation process involves adding a representation to an existing title in Alma or to a newly created (brief)  bibliographic record. 



The Digital Uploader Tool uses the Metadata Import Process to create digital content in bulk. 
Before using the Digital Uploader the following steps must be completed. 

 You must,

Create a collection to hold the resources
Prepare a metadata file of bibliographic records 
 and Configure a digital import profile 

** If you need to complete any of the pre-requisite steps listed above, please refer to prerequisites section on the page where you launched this training.   



1.5 Agenda: Creating Ingests
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Notes:

Once you have created a Collection, prepared your MetaData file, and configured an Import Profile , you are ready to use the Digital Uploader to load your files to Alma. 

Now we’ll look at the Digital Uploader tool in more detail.

1.6 Digital Uploader: Add Ingest
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Notes:

To access the Alma Digital Uploader, open the Resource Management Menu. Under the Advanced Tools Menu, you will see a link for the Digital Uploader

Click on the Digital Uploader Link and the Digital uploader tool will open.

Each group of metadata files and related assets that you prepare in Alma for uploading is called an ingest.

 Preparing and Submitting the ingest consists of 4 steps. 

Step 1 is to Add a New Ingest.  (NOTE- Carolyn will add #1 to slides for visual) 

Confirm that the correct digital import profile appears in the insert into field. The Collection name appears along with the Import profile name

In our example the collection where the files will be loaded is the Collection called “Animals in our Lives” and the Digital Import profile is called “Load Digital Images: Dublin Core XML profile) 

1.7 Digital Uploader: Add Files – Drag and Drop
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Notes:

Step number 2 for setting up the ingest it to add files to be uploaded. 

There are different ways to add files to be uploaded, the first method we’ll use to add files is the drag and drop method.

Open the digital uploader

Navigate to the folder on your hard-drive and drag the folder (which includes the metadata file and images) to the ingest window. 

After releasing the mouse, the ingest appears automatically in the ingest window. 

The Ingest is now ready to be uploaded; select the ingest by clicking the checkbox and then click the “Upload Selected”  button to complete the upload process. 

1.8 Digital Uploader: Add Files 
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Notes:

Another way to add files to the ingest is to add them from a local drive on your computer.

First Click the “Add New Ingest” button. The file ingest window will open and you will need to name the ingest. 

Click the Add Files button and navigate to the files on your local drive. Select the files (including MD files) and click “open” to add them to the window.

The files will automatically appear in the file window. 

1.9 Digital Uploader: Upload Files 
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Notes:

Step number 3 is to Upload the files that have been added to the ingest. 

Upload files one by one by clicking the upload button next to each file.

Upload all files at one time by clicking on the start upload button at the top of the files list.

 Click Ok to close the file window.

The ingest details will display: including the ingest ID, ingest name, total file size and Status.

1.10 Digital Uploader: Submitting Ingest
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Notes:

Step number 4 is to Submit the ingest. 

When you are done uploading the files for this ingest, click the submit selected button. This informs the system that your ingest is complete and is ready to be processed by the MD Import job.

MD Import Profile (Slide Layer)
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Monitor & View (Slide Layer)
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1.11 Digital Uploader: Run MD Import
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Notes:

Now that the ingest has been prepared, the files may be processed by running the Metadata import.  Click the Run MD Import button to start the job.

A message will appear confirming that the job was submitted. 

The Metadata import job can also be run from Digital Import Profile page.  Under the Resource Management Menu, Click Import to open a list of import profiles for your institution. 

Choose Digital from the Profile Type filter to see a list of digital import profiles. From the Actions menu  I have the option to Run the Import. 

(Note that for the import to run successfully, an ingest must be created, and files must be added, uploaded and submitted) from the Digital Uploader tool.   

1.12 Digital Uploader: Monitor and View Import
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Notes:

To monitor the Import and view the records that you have imported, Click the Monitor and View Imports link under the Resource Management > Import menu.

In addition to viewing reports and File details for the Import, you can view imported records by selecting the Imported Records link in the Actions menu.

A list of Imported records will appear in the Alma Repository for your Institution. 

1.13 Session Review
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Notes:

This concludes our session on using the Digital Uploader. 

In this session we learned 

·    When to use the Digital Uploader

·    How to create ingest files.

·    How to run the MD Import

·    Where to monitor digital imports and view imported records. 
Next Steps:

The Ex Libris Knowledge Center also contains additional product documentation and knowledge articles that you may find helpful as you continue your training and learning application. 

We hope that you’ve found this information helpful to your understanding of how to use the Digital Uploader in Alma. 


1.14 Thank You!
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Notes:

Articulate 9.  Black.
1.15 About this Training
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Notes:

1 (Slide Layer)
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2 (Slide Layer)
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3 (Slide Layer)
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4 (Slide Layer)
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