Alma Analytics – Reports
Customize a Report
In this session you will learn how to customize an out-of-the-box report and save it in your local directory. First you’ll go to Analytics > Access Analytics, and then click Catalog.

The Alma folder is a read-only folder that includes all of the reports and dashboards provided out-of-the-box with Alma. They can be used as-is or edited and saved locally. In this example your institution is Alma University, which has its own local folder here.

Now you’ll go into the Alma folder and choose the report that you want to customize. For this example you’ll go to Titles, select Reports, and choose Deleted Records Report by clicking Edit. To see exactly what the report does, click on the Criteria tab. Here you can see that it’s taking all records with the Lifecycle Deleted, and it’s displaying the deletion year, month, date and time, the MMS ID, Title, and Author. But you want to filter the deletion date years, so you’ll click on the gear icon and choose Filter. And you can change it to only show only greater than or equal to and then type in 2020. You can also add information to the report.

For example if you want to add bibliographic information you can go to Bibliographic Details
and add the fields you want to the report. Select ISBN (Normalized), ISSN (Normalized), and OCLC Control Number. Columns can be deleted by clicking the gear icon and selecting Delete. Please remember that this is only an example and you can change the reports to fit the needs of your institution.

To see the new report results, click the Results tab. You can see the Date and Time column is now gone, and you have three new columns for the fields that were added. To continue editing, click the Criteria tab. If you are happy with the results, you can save the report. You’ll notice that there is no option to just Save because it is currently read-only. So you’ll click Save As, and locate the folder in your institution where you want to save it. In this case you’ll save it to the Reports folder and then rename it, and click OK. Please note, that if you try to save it in the original location in the Alma folder
you will receive an error message because it is a read-only folder. Since the edited report has been saved in your institution’s folder, anyone on your staff can access and run it in the future.

Editing reports in Alma Analytics gives you the flexibility to customize reports to fit your specific needs.
Thanks for joining us!

