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Making Changes to user accounts in Alma (new Ul - see over for old Ul).

When users register for an OpenAthens account an account is automatically created in Alma unless
either the OpenAthens username or email address is already associated with an account.

When making updates to users’ accounts, to keep the data in both places accurate, staff are asked to
make most alterations in Alma. An overnight process will transmit relevant changes to OpenAthens.

What data on users is held on both systems?

Field on ALMA Changes match on OpenAthens to:
First name* First name*

Last name* Last name*

Preferred Email Address* Email Address*

Preferred address* Postal Address

Preferred Phone Number Phone Number

Campus* Parent Organisation*

Expiration date* Expires On*

Notes Notes

* Indicates a mandatory field

Please Note : Users’ passwords are NOT held on Alma and no password should be recorded on
Alma.

Please also note: changes cannot be made from Alma to accounts that have already expired at
OpenAthens; renew the account at OpenAthens and then amendments can be made in Alma.

Finding user accounts in Alma :

To search for a user’s account select the Manage Patron Services option underneath
checkout/checkin in the Fulfilment drop down menu .
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Making Changes to user accounts in Alma (old Ul).

Finding user accounts in Alma :
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and it's available now.

st hew Ul

Search for a user by name, OpenAthens username or barcode.
(New UI)
From here you can search for a user by name, OpenAthens username or barcode.

If searching by name you may have to select from a drop down list. To see all the names that match
what you are searching for select the “select from a list” button. As below.

€« C | @ Secure | https;//nhs.alma.exlibrisgroup.com/infra/action/pageAction.login.choose_unitxml.do?pageViewM

=login.choose_unitxml ax O

Extibis FNINPR &  Acousiions Resouces  Fuliment  Admn  Anabyics V1B 0O
= <]
Patron Identification Goto Betwr ems

MacDonald,

T and Partners - 1D10440

McKenna, Jon - NHS Staff and Parmners - 1010441

This will produce a list of all the accounts that match your search.
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<« C' | @ Secure | https;//nhs.alma.exlibrisgroup.com/ful/action/pageAction.do?xmiFileName=loan.fulfillment_checkoutxn

&pageViewMode=Edit&operatiol

Find and Manage Users
601 - 696 of 696
¥ FRole-All ~
Job Category &
Wilson, John (& Internal Public Full Patron NHS Staff and Pariners  Active 14/06/2019
Wwilson, Scott John [ Internal Public - NHS Staff and Partners ~ Active 16/06/2035
Wilson, Simen John [ Internal Public Online Patron Online Patron Active 30/08/2018
winter, john & Internal Public Full Patron NHS Staff and Parners  Active 03/02/2018
Wong, John Tai Hung (&) Internal Public NHS Staff and Partners  Active 1470612033
Woodhead, John-Lee (& Internal Public Student Active 24/06/2029
waoodley, John & Internal Public 1 Active 2601172035
Wright, John [& Internal Public NHS Staff and Parners  Active 28/07/2028
Yap, John & Internal Public Online Patron Online Patron Active 12/02/2018
Yap, John Yin Ming [ Internal Public - NHS Staff and Partners  Active 0411242033
yates, john [ Internal Public Full Patron NHS Staff and Pariners  Active 09/10/2017
Yellowlees, John & Internal Public Online Patron Online Patron Active 011172018
Young. John (£ Internal Public - Student Active 112035

Young. John (& Internal Public NHE Staff and Parners  Active N0,2019

A N T U N

Vuen, Pok Heng john (& internial Public anro Stude Active 6102019

Internal Public est Active 10/2019
350f 35

When you select the account you are interested in, you will be taken you back to the search page
with the search box auto filled with the account holder’s name. From there click on the GO button

(old UI)

If searching by name you may have to select from a drop down list

N The Knowledge Network Sc- % NES Intranet | % | Patron Identification x \F

om/infrafaction/pageAction.login.choose_unitxml.do?pageViewMode=Edit&uxmiFileName=log C || Q Search

(8 Most Visited @& Getting Started & highrise Signin @ NES Intranet |

Efobﬁs m - ye) Tasks  Analytics  Curmently at NES Central Quay - Default

& Patron Identification

Scan patron’s ID or search for patron *[john| 2P| [6o
Use proxy  Cresswell, John - Student - ID10173

Crines, John - NHS Staff and Partners - 2043577
Humphries, John - NHS Staff and Partners - 2031011
Lavery, John - NHS Staff and Partners - ID10196
MacDonald, John - NHS Staff and Partners - ID10440
McKenna, John - NHS Staff and Partners - ID10441
Meikle, John - Student - 1D10266
Munro, John - NHS Staff and Partners - 1D10442
Patrick, John - NHS Staff and Partners - ID10443
Williamson, John - NHS Staff and Partners - 2057400

To see all the names that match what you are searching for select the spyglass in the search box.
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p ]
ExLibris - £ Tasks  Analytics  Currently at NES Central Quay - Default Help  User Support, Kn

@ Find and Manage Users Cancel
start Public Contact Al
Role [ A Q Find : John in: Al v Go
[BEED Go| 1-20 01696 Records | Columns ¥
T oo e Type T Record Tyoe [ oob Cotegory ———JUser Group ——JSaws [ Expiation doto | blocks | otes |
1 Internal Public - NHS Staff and Active 03/03/2034 ]
Partners
2 Internal Public Online Patron Online Patron Active 30/04/2018 &
3 Internal Public - NHS Staff and Active 19/09/2034 L4
Partners
4 Ahukannah, John (&1 internal Public - NHS Staff and Active 2510212035 b4
Partners
5 Aitie, John (& Internal Public Full Patron NHS Staff and Active 0111012018 4
Partners
6 Alexander, John (] Internal Public Full Patron NHS Staff and Active 2710612018 4
Partners
7 Allan, John & Internal Public - NHS Staff and Active 06/05/2028 *
Partners
8 Allan, Johi Internal Public Full Patron NHS Staff and Active 021172017
Partners
9 Altan, John David (& Internal Public - NHS Staff and Active 17/03/2038 4
Partners
10 Awarez, John [£] Internal Public Online Patron Online Patron Active 25/09/2019 L4
1 Amoore, John Internal Public - NHS Staff and Active 17/09/2030 «
Partners
12 [ Internal Public - NHS Staff and Active 12/04/2030 ¥
Partners
13 Anderson. John Internal Public Full Patron NHS Staff and Active 31/03/2019
Darinars

(new UI)

€ G

B Most Visited @ Getting Started [[J Suggested Sites @ Web Slice Gallery - From Intemet Explorer €) Admin - Springer

& ntp ew_ui_optxml % C

nhs.alma exlibrisgroup.com/infra, eAction.user.new_ui_optxml.do7p:

ExLﬁ)ﬁs Alma K acquisions  Resources  Fulfilment  Admin  Analytics

< Patron Identification Go1o Returm liems cancel

Scan patron's ID or search for
patron *

Zoidberg. John| X

Use proxy

On the initial page click on the ID to be taken to the user’s record.

extibnis Alma * | acqusitons  Resouces  Fufilment  Admin  Analytics
Al - L
= [ b o o
< Patron Services Edit User Info Submit Request Refresh Blocks/Notes
Zoidberg, John User Notes

Send Activity Report
bl Nonotes of notifications

Send Requests Report

Send Retum Receipt

Send Loan Receipt

Loans Returns Requests

oK Create tem

Scan item barcode *

Q search

Y LoanDisplay - Allloans ~
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(old UI)

Click on the radio button next to the account you want to modify, then on Select

The user’s name will now be in the search box. Click on Go. The screen will change to be ready to
issue material, with the user’s details at the top. Click on the hyperlinked ID to go to the user’s
record.

Patron Services

Patron Asher, John

D Alma-l -46293
User group MHS Staff and Partners

Active balance 0.00 GBP

Edit Info Send Activity Report Send Return Receipt Send Loan
Receipt Send Requests Report Submit Reguest

if  Loans £  Returns it Request=
(new UI)

The personal information where updates will be reflected in OpenAthens can be found under the
General Information tab of the users record. The fields on this tab that can be updated are first
name, last name, campus and expiration date, provided this is less than 5 years in the future

- - LN
General Information Contact Information Identifiers Notes Blocks Fines/Fees Statistics Attachments Proxy For Audit

User Information y

Firstname *  John Middle name

Last name * Zoidberg Primary identifier * Alma18872
Title Mr. - PIN number
Job category Full Patron v Job description Physiology
Gender - User group Test -
Campus Tayside v Website URL
Preferred language English - Status Active -
Statusdate  26/10/2017 Birth date (]
Expiration date  26/10/2019 X ™= Purge date =
Resource sharing library Health Management Library v

Resource sharing library Forth Valley Royal Hospital v

Resource sharing library -

Please note: the expiration date must be less than 5 years in the future, and the account must not
have already expired, or no changes will be made on OpenAthens.

Use the contact information tab to edit an existing email address, postal address or phone number
by clicking on them, or add a new one by clicking on the add option.
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&« C | @ Secure | https;//nhs.alma.exlibrisgroup.com/ful/action/p fulfillment_t XY Edit&operation Qw0
extibns Alma %  Acquisitions  Resources  Fulfiliment  Admin  Analytics 9 L EDO
< User Details Toggle Account Type Cancel w
Zoidberg, John
Primary Almal8872 Account Type Intemal
L Usergroup  Test
Record type  Public
h N N
General Information Contact Information identifiers Notes Blocks Fines/Fees Statistic Attachments Proxy For Audit
Addresses v
1-10f1 o
Preferred & Address Created By § Creation Date 3
v Hut 12 Beach 3 Decapod 10 H12010 exl_api 26/10/2017 14:35.53 BST Work
Phone Numbers v
1-10f1 o
Preferred «  Phone Number Created By Creation Date
1 v 01386 264 554 Allanson, Robert 14/11/2017 11:43.45 GMT Home
Email Addresses v
1-Tof1 o
Preferred 3 Email Address Created By « Creation Date Type
1 v john zoldberg@planetexpress com exi_ap 26/10/2017 14:35:53 BST Personal

Please note: only contact information marked as the preferred entry will be carried over to
OpenAthens.

(old UI)

General Information £ff  Contact Information £ Identifiers Eif  Hotes £.f  Blocks £s

First name *|John

Last name * | Lavery Prim
e ~
PIN number |sses Generate
Job category  Please select avalue - Jo
Gender =
I Campus | Ayrshire & Arran - I
Preferred language | English —
Status date  26/03/2017
| Expiration date | 1110312029 8 ¢|
Resource sharing Wbrary Ayr Hospital -
Resource sharing library | Health Management Library -
Resource sharing library -

Selected Patron Letters
Send message | General mail = Compose
Created Rv  FX | IBRIS (11/03/2009)

Please note: the expiration date must be less than 5 years in the future, and the account must not
have already expired, or no changes will be made on OpenAthens.
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= Addre:

Add Address

B0 Wil Street Ayr EX_LIBRIS
2 @ Rec Therapy Ailsa Hospital EX_LIBRIS

== Phone Numbers

Add Phone Humber
. Phone Number Created By

01292 282844 EX_LIBRIS
01292 513063 EX_LIBRIS

= Email Addres

Add Email Address
. ¥ Preferred Email Address
f ()

john lavery@aapct scot nhs uk EX_LIBRIS

Use the ‘Actions’ button to edit any entry to change which is the preferred contact information

= Phone Numbers

Add Phone Number 1-10t1 Records | Columns ~
T Crened o
01224 310081 EX_LIBRIS 26/03/2017 08.13:16 ST Home
— Email Addresses
Add Email Address 1-10t1 Records | Colugs_v |- iR
€ 5 C [ @ Secure | hitpsy/nhs.aimaextibrisgroup.com/mng/action/home.do ax| O

Add Address

Address types * Altemative Addressime 1+ | The White House
Home Address line2 1600 Pennsylvania Avenue

School
Address line 3

work
Address fine 4

Address line 5 iy | Washington

State/Province 0 e TWH 16PA

Country

Note

151172017 End date

[EEEER  Add and Close

4
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Notes can be added the account under the Notes tab

exLibris Alma s  Acqusitions Resources  Fulfilment  Admin  Analytics

e 3
¢ User Details Toggle Account Type Cance! E

Zoidberg, John

Primary AlmalBa72 Account Type Intema Manage fulfiliment activities
identifier
Record type  Public

Please Note : Notes will only be carried over to OpenAthens if they begin with “Athens note:” and
will then be added to what is already there. Notes on OpenAthens can be no longer than 200
characters, so check if there is already a note there before trying to add more.

(old UI)

*

Home
[] Mobile
[ Office
[7] Office fax

Phone types

Phone number *| 01292 282844
preferred phone number * @ Yes @Nag

To add a note, click on the Notes tab and ‘add note’

General Information iif  Contact Information i Identifiers iEf  MNotes

Hote Type | All &

| Add Hote

1 Stu-med
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If the note is to appear on OpenAthens, it must begin ‘Athens note:’. Select ‘other’ as the type of
note:

Add Note

Type -

Userviewable = Address

Barcode

Circulation

ERP

General

Library
Other

Registrar

Please Note : Notes will only be carried over to OpenAthens if they begin with “Athens note:” and
will then be added to what is already there. Notes on OpenAthens can be no longer than 200
characters, so check if there is already a note there before trying to add more.
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