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California Community Colleges – Shasta College edits - March 2020 
 
Quick Cataloging Workflow using a Bibliographic Record found the Network Zone 
 

1. Search the title that you are looking for in the NZ using Alma. 
 

 

2. If at this point you DO NOT find the correct title in the NZ you will need to 
Search External Resources to find a record from OCLC. If you DID find a record 
in NZ, then proceed to page 2 of these instructions for linking record to NZ 
and editing the record. 

 

Go to : Resources in Alma 
Search Resources opens Metadata Editor. Search Cataloging Profile = WorldCat. 
Note:  If you are getting an error message that the WorldCat search is not working, make 
sure your File/Options / Placement of New Records is set to Local until the central CCCL 
account for Connexion is set up by the NZ manager, Jessica Hartswigen. See below: 
 

 

 

 
Make sure you search in correct field for search parameter: title, creator, ISBN, 
etc. 
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If you locate a record click: 

 
 

• Import 

• Edit  

• File  

• Share with Network 

• Tools 

• Set Management Tags 

• Export to WorldCat 

• Publish holdings only 

 

If Record is found in the Network Zone: 

 
 

3. If a record is found in NZ Click Link to link the bib in Institution Zone (IZ) to bib 
in Network Zone (NZ). 
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• Click Edit to begin editing the record.   

 

 
 

 

 
 

 
In Metadata Editor after sharing with Network, make sure these fields have 
been deleted by import profile.  If not delete: 
 
029, 936, 938, 948, 984 NZ 
 

 

4. In the MD Editor click the Add Holdings button or CTRL+ALT+H. (Check LDR fields, if 
necessary.) If the Add Holdings button is not displayed (shown below), Click SAVE to 
save the record. Then you should see the Add Holdings button. 
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5. Place the cursor in the 852 tag of the Holdings record and click CTRL+F to open the form 

editor. 
 

 

6. Fill in subfields b then c from the drop-down menu to select the appropriate library and 

location for the new item. 
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7. Click CTRL+S to save the record and close the form editor. 

 
8. The Call number is pulled into 852 $$ h or the $$h and $$i from the bibliographic record 

based on the call number hierarchy that was configured for the location set in 852 $$c. 

Correct the call number if necessary and save the Holdings record again. We may need 

to change the cutter in $$i, if ours is different. If this is a PCX # then delete the $$h and 

put PCX in the $$i.  Instructor’s copies can also be indicated in Temporary Location/ 

Item record call number to display both the LC call number and the temporary PCX 

number if more than one copy is owned with more than one call number. 
 

 

9. Click the Add Item icon or ALT+I. 
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In the Physical Item Editor: 
 

• Enter material type 

• Receiving date 

• Price 

• Item policy 

• Permanent location 

• Item call # 
o Note: if this is second copy and the copy has a different call number, such as PCX 

for instructor copy you need to add the call number and indicate the book is in a 
Temporary Location so that the second call number displays in Primo along with 
LC call number, even if the copy is not technically in a temporary place. 

• Put item in temp location: Technical Services  
• Scan in or type the barcode number and Save  
• Save and Release the record under File / Save and Release 

•  

 

 

Extras: 

1. If you need to delete a bib record with no holdings from IZ you can go to 

File / Copy Record to IZ / Delete Record. This deletes the record from 

your IZ but keeps record in NZ. You should not be able to delete a record 

with holdings from NZ. If you get a warning about deletion of record from 

NZ – not your own IZ – then stop but you should not be able to do this 

anyway. 

2. When importing a record do not us Copy command, instead use Link to 

link to NZ record. 
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The following instructions were created by TRAILS consortium. Shasta College 

has not tried these yet: 

 

At this time the physical inventory has been created in your Alma IZ. 

Following this workflow the item appears to be in place on the shelf. 

Complete the following steps to create work orders on newly-created items 

and by setting their process type to your Technical Services Department. 

 

 
1. The AcqWorkOrder work order type is associated with your 

Acquisitions Work Order Department. Be sure that you are in your 

Tech Services/Acq Work order Department. 
 

 

2. Go to Acquisitions → Scan In. 
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3. Set the appropriate Work Order Status. Done should be set to No. 

 

4. Scan the barcodes of the newly-created items. 
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5. The items are now in the Acquisitions Department with a Work Order on them. 
 

 

 

 
 

6. The item records have a status of not in place and a Process Type of Technical 
Services. 

 

 

 


