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

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 UI).  

Finding user accounts in Alma : 

 

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. 

 

This will produce a list of all the accounts that match your search.  
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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 

 

 To see all the names that match what you are searching for select the spyglass in the search box. 
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(new UI) 

 

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

 

(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 

 

 

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

OpenAthens. 

(old UI) 

 

 

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

 

(new UI)
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Notes can be added the account under the Notes tab 

  

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) 

 

 

To add a note, click on the Notes tab and ‘add note’ 
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If the note is to appear on OpenAthens, it must begin ‘Athens note:’. Select ‘other’ as the type of 

note: 

 

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. 

 

 

 


