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(Madison) - How to create courses and reading lists in Alma via course list application

The instructions review the steps for staff to set up course and reading lists in Alma, which will should allow students to
access their reading lists for classes in canvas or through the courselist site with information on materials availability
(provided by alma)

*The user will need both the Alma permissions — Course Reserve Manager and Course Reserve Operator
Part 1: Use the Course List App to generate a Course in Alma

Summary: Before you can create a reading list for a course you must check the Course Reading List app to see if the
Course has been created, and whether there are already any reading lists associated with any of the sections. You will
use this app to generate a course and select the specific sections that will be associated with the Reading List you are
going to create in Part 2 in Alma.

1. Login to the Course List App - https://courselist-ga.library.wisc.edu/ (this will change to
https://courselist.library.wisc.edu/ at go live).
o To log in or get to the staff view click login in the upper right-hand corner and click login.
o Log in with your Net ID.

LIBRARIES aek~ | Loam~ ave Il a
HNETID
= ‘ @ COURSE READING LISTS
Login to access
staff functions to
b create courses.

Semesters

Spring 2018 Summer 2018 Fall 2018

o
2. Select the semester/term
3. Select the department of the course

o If there is nothing listed, there are no courses being offered in this department for that term.
4. Check to see if the course exists:

o Choose the course name

o If you see a box as below, where there is a Link to a Reading List for a section, then the course has already
been created in Alma and you can add or edit a reading list (skip to Part 2 below).
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W

COURSE READING LISTS

Universivy of Wisconsin-Madso

Course Reading Lists » Fall 20018 » Political Science > 160 - Intreduction to Palitical Theary

160 - Introduction to Political Theory

LEC 001

Instructor(s) Kapust,Daniel

Time 11:0012:15

Days TR

Reading Lists 77816011 -
Intro to
Palitical
Theory

o If you see this message: "There are no reading lists created at this time." you will need to create the
course before proceeding with adding a Reading List. (note: this message will be edited to say "This course
does not yet exist in Alma")

) COURSE READING LISTS

Course Reading Lists » Fall 2012 » Ialam (French And [allan) 3 450 - Special Tophcs In Itallan Literat...

450 - Special Topics in Italian Literature

I There are no reading lists created at this time.

Sections Without Library Courses

LEC (01 RUMBLE Parrick 16:00 1830 T

atie

[ie]

o If the course is cross-listed, the system will automatically import the relevant metadata the cross-listed
departments. or will cover the other course. You should be okay.
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LIBRARIES

= COURSE READING LISTS

Uiniversity of Wisconsin-bMadison Libraries

Course Reading Lisis » Fall2013 » Zoology » 152 - Introductory Blology

153 Introductory Biology

Cross-listed with Biology, Botany

There are no reading lists created at this time.

o If there are multiple sections with the *same* reading list, then check all the section boxes and hit
Create. This will bundle them together in Alma and allow you to use the same Reading List.

o If there are multiple sections with *different* reading lists, then you need to create separate courses for
each section.

@ COURSE READING LISTS

Course Reading Usts » Spring 2013 » ECONDMICS » 102 - Prindiples of Maoneeconomics

102 - Principles of Macroeconomics

I Thera are no reading lists craated at this time.

Sections Without Library Courses | If stions have same reading

LEC 001 RICK,STEVEN W 08:00 09:15 TR 2 . : :
LEC 002 KELLY ELIZABETH 509:30 10:45 TR itk el Dt

Headi 1SE Tor il S&CTIon
[e]

o If the course is a Meets With course, each component course and reading list must be added separately.
See the Advanced Functions section at the bottom of this KB article for detailed instructions for Meets
With courses.

Part 2: Create or Edit a Course Reading List in Alma

1. Log in to Alma
2. At the top choose "Fulfillment"
3. Under Course Reserves, choose "Courses"
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4. There is a drop-down menu to filter your search by Course name, Instructor, or Course Code ( = course

number). You cannot search or sort by the department. For example, to locate the course "English 156", enter 156

in the Course Code field.

5. Within the results list, find your course entry.

6. Click the ellipses menu (...) on the line for your course. to "Edit" (on the right-hand side of the row).

Courses

1-10f1 Course Code -~ 156 Q

Academic . Processing

Department ¥ Department

1192852 Uteratureand ~ ENGLISH-
Medicine (ENGL)

i

Y Processing Department: All = Status: All = Term: All = Academic Department : All -

Instructor

YUDKOFF,
Course Unit SUNNY STERN

© AddCourse [ £

4 Start Date 4 End Date Temn

08/27/2018 12/23/2018 Falil

CAUTION: Clicking in the Code column in the results lists takes you to the Manage Course Information page. DO
NOT EDIT anything in the Course Information tab. You may add (optional) Instructor names or notes. If you got

to this page inadvertently, click Cancel or the blue Back arrow to return to the result list.

7. To Add or edit the reading list, click on the ellipses menu (...) to select "Reading List"

1192-352 Literature and ~ ENGLISH - YUDKOFF, -
3 352/156/1 Course Unit | 08,2720, 12/23/2018 Fall e
156 s Medicine (ENGL) AT ! i
Edit @
POLITICAL
1192-778- Introduction to KAPUST, _ T
; 7781160/ 2 SCIEMCE - Course Unit 08/27/20... i| Reading List
160 Palitical Theory (POLISCH) DAMIEL J [
. / Copy Reading List
Introduction to Dunli
1186-600- MATHEMAT. Duplicate
5 ?dg L 600/240/1 Discrete 7 (MATE} Course Unit - 05/14/20.. ™
i Mathematics Delete
InTranslation:  LITERATURE View hidden

8. You should now be in a page labeled "Course's Reading List

o If a reading list already exists for the course, you may edit that list. Click on the ellipses (...) and select

"Work On" to edit.
o If no reading list exists, click "Add Reading List"

https://kb.wisc.edu/library/internal/page.php?id=83158
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I( Course's Reading List I

Literature and Medicine

Course 1192352156 Processing Course Unit Campus -

Code: Department:

Course Literature and Medici... Instruclors: YUDKOFF, SUNNY STERN,

Hame: Number of ]

Section: 3527156/ participants:

1-10f1 | Al ~ Q G O
T Slatus: All ~

1 ENGL13G Literature and Medicine Being Frepared BHUIYAN, FARHAT .J - 1272372008 g

** This course has a reading list - click ... elipses

then select "Work On" to edit the list. Release Assign
REA5SIgN

** If there was no reading list, you would click on Duplicate

the "+ Add Reading List" link. Delete
Associate this list with a courss
Remave assoclated course
View hidden

9. To Add a Reading List:

o You will need to input a Reading List code and name of the reading list.
= CODE: The Reading list code should use the following convention: Department Code in the followed
by the course number (no space). e.g. "AFROAMER 226". For consistency, use the Department
Code in parentheses in this spreadsheet (example below). You can copy the code from the

spreadsheet.
1 Department List Department List + Code
2 |ACCOUNTING AND INFO SYSTEMS ACCOUNTING AND INFO SYSTEMS - (ACCTIS)
3 |ACTUARIAL SCIENCE ACTUARIAL SCIENCE - [ ACTSCH)
4 |AFRICAN LANGUAGES AND LITERATURE AFRICAN LANGUAGES AND LITERATURE - [AFRICAN]
5 |AFRO-AMERICAN STUDIES AFRO-AMERICAN STUDIES
6 |AGRICULTURAL AND APPLIED ECON AGRICULTURAL AND APPLIED ECOM - [ AAE)
7 |AGROECOLOGY AGROECOLOGY - (AGROECOL)
3 |AGRONOMY AGRONOMY - [AGRONOMY)
9 |AIR FORCE AEROSPACE STUDIES AIR FORCE AEROSPACE STUDIES - (AFAERC)
10 | AMERICAN INDIAN STUDIES AMERICAN INDLAN STUDIES - (AMERIND)
11 [ANATOMY ANATOMY - [ANATOMY)
| | i e e i e e e e PP

= NAME: Use the Course name. If there are multiple reading lists for a single course, add
distinguishing information

= DUE BACK DATE: Set this as 6/30/2019 (or June 30th of the following year). This way all course
reserves expire around the same time and staff only need to clear off the shelves once a year in the
summer.

= STATUS:

o To add resources (books or articles) to the list click "Add Citation" and choose "Add Repository Citation"
from the drop-down and then search Alma by title, barcode, etc.
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": Edlit Hli&jdil'lg List Print Sip Print Slip Report Back Save
Intra Financial Accounting Reading List Li ¥
Course  1184-232-100 Processing Course Unit Campus -

Code: Department:
Course  Infroductary Financi... Instruclors:
Name: Nurnber of [1}
Secllon:  2321100/4 participants:
Reading List Information 0
Code:* ACCTIS Slatus Being Prepared o
Mame *  Intro Financlal Accounting Reading List
DueBackDate:  05/13/2018 X ia .
Owners: -
Citations Courses Oremniers Hotes Subject Labels Recent Changes
@ Remove Citations @ Rernove Alerts Flace Request Change Copyright Status = Change S1atus -
| W Alens: all ~  Clation Status: Al ~  Resource Localte @ All - all = Copmight Status @ ANl -
Last Modification Add Repository Citation
T Dale = | . |
Add Mon-Repositony Citation
o

o Locate the correct record in Alma search results, then check the box next to the entry you want, then click

Select to add to the Reading List.

The citation entry should look like the image below:

[ 8
Citations Courses Qwners MNotes Subject Labels Recent Changes

@ Remove Alerts lace Request Q Add Citation = Change Copyright Status = Change Status -

Select all v alerts: All =

Citation Last Modification
Diate

CHation Statuz ; All = Resource Locate ; All =

|

Material Type: All = Toega: All =

Expand =

s

@ Remove Citations

o

Copyright Status; All -

1 Asian American feminisms /
Book (Routledge ; 2013}
ISBN: 9780415579087 (221)
Subject: Asian American Women-—
ons. — Asian
ican women—Inteflactiial life, -
n American women-Political

Edit
Request Status: Bzing Prepared
Regourcs Locate Status: Resource Located
Copyright Status: Nol Determined

Created By: SCHENE, BRODKE A
061472018 1201 39 CDT
Modified By: SCHENE, BROOKE A
051473018 1301735 CDT

¥ @ Physical (1) Citation Details Mare Info

Sat Compieqe

Part 3: Moving items on Reading List to a Reserve Location

CAUTION: Adding a citation to a Reading List does not automatically put it on reserve! You still need to place the

Temporary Move request in order to change the status to On Reserve, or initiate the move request.
See https://kb.wisc.edullibrary/internal/page.php?id=51899 for detailed instructions.

Once the items are on the Reading List the next step is to request them from around campus and have them delivered to

your location

« From the Course's Reading List page, from the elipses (...) menu select "Work On" - from there you are on the

Edit Reading List page view and can see a list of titles in the list.

» For each entry that needs to be moved to your reserve location, select Manage Fulfillment Options from the

elipses (...) menu for each title

https://kb.wisc.edu/library/internal/page.php?id=83158
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| 9 N | 9
Citations Courses ramers Noles Subject Labels Recent Changes

@ Remove Alerts Place Request © add Citation = Change Copyright Status = Changa Status = Expand = (Y ol

Q@ Remove Citations

SelectAll W Alerts: All =  Citation Status: All =  Resource Locate : All = Material Type: All = Tags: All = Copyright Status - All -

Citation Last Modification
Date =]

1 liness as metaphor ; and, AIDS and its metaphors / EdR  Sal Complete |
Book By Sonlag, Susan, Request Slalus: Being Prepared Created By: BHUIYAM, FARHA 1 -
F"r: m;ir.r.-'Fa'mr‘f Straus and Giroux Resource Locate Stalus: Resaurce Located 0771942018 13:21:16 COT Manage Fulfillment Dptions
1984]) . \ A

I - i Modified By: BHUIYAN, FARHAT J | jems
ISBN: 0312420137 O e B P 0771972018 13:21-16 COT i
Subject: AIDS (Disease)-Social Remave
mgpecls, - f.‘.l,".'1a|]|'|l:|l =
Tuberculosis in lineralure, and Duplcate
others

_ _ Print Slip
& Physical (3) Electronic Digita Qthe Citation Detads Alerts kore Infe

Detach from Repasitory

Other Formats and Editions

[

Memuoir of a debulked woman : enduring ovarian cancer /
Book By Gubar, Susan, (W Marton Request Status: Being Prepaned Created By: BHUIYAM, FARHAT J
& Co©2012.) __Respures | aeale Status: Beanurce | acated __07A1%/2018 13:21:42 COT

+ On the copy you want select Request

lliness as metaphor ; and, AIDS and its metaph... w
Author Sonteg Susan, 1933-2004 ISEN: G7R0312420130
Place Of Publication: New Yook Pages: 183 pages
Additional Persan Name: Sontag, Susan, Y 1989
Call Humber: RAGLLAZS
Course Information Resource Options
Physical Services e
1-30f3 B O
& Library + Location Call Number Me. of Hems Available
1 College Library College Main Collection RABAS A5 1989 [i] 0
2 College Library College Lending Location RABAS A5 1989 1 0
3 College Library college Main Collection RAGA A25 1939 | il
Wit items ‘
Requests E
Update Move Expiry

c. The Request type should be Move Temporarily
i. Add a note of what class this is for
ii. Change the To library to your library
iii. Change the Destination Location to your Reserves location.
iv. Change the item policy to 2 hr or whatever you use.This will save time allowing it to stick when the item is
scanned in.
v. Click submit
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Institution

Create Request
Request Type *

MNote

To*

Mumber af Copies

Destination
Locations

Call Number Type
Call Number
Item Policy

Due Back

Danish folk tales /

University of Wisconsin - Madison

Move temporarily

For LITTRANS 345

College Library

Additional Request Attributes

College Reserves

2hr

d. Repeat for the other physical items on the list.

e. When finished click Save

Advanced Functions and Tips

For cross-listed courses:

a. Create only of the courses in Alma using the Course List App. The app will automatically add another other ID so

the reading list displays in both places.
b. Create the Reading list for the course.

c. Check both courses in the course list Application to make sure they both display properly and the Reading list is

displaying in both places.

Instructions for Meets With Courses.

a. Follow the steps outlined above, creating separate courses for each Meets With component course.
b. In Alma find the courses and add a note to say that it is a Meets With Course and add the other course info.
c. Complete steps llI-lll in the first course to create the Reading List and attach the items and request them for the

library.

d. Under Courses search for the second course

i. Click on the (...) elipses and click on Copy Reading List. Alma should bring up a list of reading lists.

ii. Select your list and click Save.

« Alma has two options: copy reading list and duplicate. It is best to duplicate it so all the metadata is the same -
add a 2 or another number to the end of the code and name to get it to save. Alma won't let required fields be

exactly the same.

https://kb.wisc.edu/library/internal/page.php?id=83158
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« View hidden just allows you to see the hidden fields in AlIma. They are usually extraneous fields that you likely
might not need when working in this area.

VI. Copying Reading Lists and retaining them.
a. It is possible to copy the previous semester reading list to the current semester by using the copy function.

b. It is also possible to save a reading list for those courses that have extensive ones by clicking remove associated
course.

VII. Once a year it is advised to clear the reserves.
a. Alma can supply a list of courses and reading lists that are coming due the end of June.

b. Prior to the end of June any lists or items that are to be retained should be marked on the spreadsheet and a job
can be run in Alma to extend the active date out until the following June.

Owner: fbhuiyan Group: General Library System

Created: 2018-06-22 15:33 CDT Updated: 2018-07-24 14:36 CDT
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