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Alma can efficiently adjust large batches of Courses using Analytics, Sets, and Jobs. These tools can be used for tasks like adjusting the 
dates for your Courses, deleting Courses that you no longer need, and updating information like the Term for a batch of Courses. This part 
of the guide will cover a few ways that your unit can approach using this functionality to streamline your Course maintenance.  

 

Roles Needed to Work in Alma Reserves – Course Bulk Update 
 

Before you work with Bulk Course Updates for Reserves in Alma, your unit will need to request the following Roles in Alma: 

Course Reserves Viewer (scoped to your Library) 
Course Reserves Operator (scoped to your Library) 
Course Reserves Manager (scoped to your Library) 
Designs Analytics (scoped to the Institution) 
 
Roles can be requested using the Alma Permissions Request Form 
 

 

Creating Your Set 
 

In this context, your Set in Alma will be the list of Courses that you wish to update. The kind of set that you’ll use for this is called an 
Itemized Set. Itemized Sets are made from a list of Courses that you provide to Alma (as opposed to a Logical Set, which uses specific 
conditions to choose which records to update). There are two options for creating up your Itemized Set: 

 

Creating Your Set Option 1: Using Alma Analytics 
 

https://forms.illinois.edu/sec/1757746?referrer=https://www.library.illinois.edu/
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One way that we can approach making a Set is by generating a list of COURSE_IDs for courses that you’d like to update. The COURSE_ID is 
a 17-digit number assigned to each course (similar to an MMSID for a bibliographic record) that isn’t easy to locate in Alma. We can locate 
these numbers using Alma Analytics*.  

*Important note: The data that Analytics pulls in reflects everything that happened before the previous evening at approximately 7pm, so 
any new courses that you added today into Alma would not be seen in the Analytics report data until tomorrow.    

To create a set using Alma Analytics, follow these steps:  

1. Using the Alma menu on the left side of your screen, navigate to Analytics > Design Analytics 
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2. Analytics will open in another tab. After navigating to the new tab, you can use Open to use a pre-built report that’s been created to 
generate a list of all Courses currently in Alma*.  

 
*Note: If you have experience using Analytics and would like to create your own report, that is also an option! It’s recommended 
that any report used for this purpose include the following fields at minimum: Course ID, Course Code, Course Name, Processing 
Department. If you use your own report, skip step 3. 

 

3. The pre-built report can be found using this file path: Shared Folders> University of Illinois at Urbana-Champaign (UIU) ---Champaign 
and Urbana, IL 01CARLI_UIU> Reports> "UIU-List of all courses (includes COURSE_ID)” 

4. Once your report has run, Analytics will display a list of results that you can export to Excel.  
5. Click the  icon and select Data > Excel 
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6. Find the exported file in your Downloads folder on your computer and open it. 
7. Once the file is open, rename the Column A header “COURSE_ID”. Note: This header will already be labeled “Course ID” when you 

open the file. If you do not reformat it as “COURSE_ID”, this process will not work.  
8. Review this list and choose the courses that you would like to update. Remove all courses that you do not want to update using this job 

from this spreadsheet. Note: This Job should only be used to update Courses for your Processing Unit.  
9. Once you’ve edited the spreadsheet to only include courses that you would like to update, delete all columns from your spreadsheet 

except for the COURSE_ID column.  
10.  Save your spreadsheet.  
11.  Return to Alma.  
12.  From your Alma homepage, navigate to Admin > Manage Sets 
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13.  In the Manage Sets screen, click Add Set and choose Itemized 
 

 
 

14.  Complete the details on the Set Details page. 
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a. Enter Set Name. 
b. Enter a Description and/or Note as desired. 
c. Use the Set content type dropdown menu to select Courses 
d. Use the Private radio button to select Yes or No. Private Sets can only be seen by you, whereas non-private Sets will be 

accessible to any Alma user that is able to create Sets in our environment.  
e. Leave other settings as they are.  
f. Under Add Contents from File to Set, you’ll find a file icon that you can click to select the file you created for this purpose.  
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15. Click Save. Alma will give a message confirming that your Set is in the process of being created.  
 

 
 

16. You’ll receive an automated Alma notification email when your Set is ready.  
17. Now your set is ready to be used in the Course Bulk Update Job!  
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Creating Your Set Option 2: Manual List Creation  
 

You can also create a set by manually selecting specific courses.  

1. From your Alma homepage, navigate to Admin > Manage Sets  
 

 
 

2. In the Manage Sets screen, click Add Set and choose Itemized 
 

 
 

3. Complete the details on the Set Details page. 
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a. Enter Set Name. 
b. Enter a Description and/or Note as desired. 
c. Use the Set content type dropdown menu to select Courses 
d. Use the Private radio button to select Yes or No. Private Sets can only be seen by you, whereas non-private Sets will be 

accessible to any Alma user that is able to create Sets in our environment.  
e. Leave other settings as they are.   

 
4. Then in the upper right of the window, click on the Add Members to Set button. 
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18. From there, you can use the checkboxes to select the courses that you want to add to the set.  Note: This Job should only be used to 

update Courses for your Processing Unit.  

 

 
 

a. On each page of listed courses, when you have "checked" the ones that you want to add to the set, select the Add Selected 
button in the upper right.   
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b. If needed, proceed to the next page of results to continue adding courses to the set.   
c. When you have added all the courses that you want to the set, select on the Done button in the upper right.  

 

 
 
5. You should receive a green checkbox message letting you know that your set has been added successfully. 
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6. Now your set is ready to be used in the Course Bulk Update Job!  
 

Adding the members to the set using this second method above may take more time as there may be multiple pages of courses to look 
through. If you find later that you need to add more courses to your set, can always go back to the set and select more courses later to add 
to the set before running the Course Bulk Update job.  

 

Running the Course Bulk Update Job in Alma 
 

Once you’ve created your Set of Courses using one of the above options, you’ll be able to run a Job on your Set. Jobs can update groups of 
records in different ways.  

 

1. Using the Alma menu on the left side of your screen, navigate to Admin > Run a Job 
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2. Locate the Course Bulk Update Job. You can do this either by finding this Job in your list of available Jobs, or by using the search bar 
on the Run a Job page. 

3. Select the radio button next to the Course Bulk Update Job. 
4. Click Next. 

 

 

 

5. Alma will navigate to a list of your Sets that are eligible to be handled by this type of Job. This Job can only be used to update lists of 
Courses.  

6. Select the Set that you’d like to run the Course Bulk Update Job on. 
7. Click Next.   
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8. Alma will display an informational popup on the right side of the screen letting you know how many Courses are in the Set that 
you’ve selected. 
 

 

9. Alma will also offer you many Task Parameters (or settings) that you can select to choose how this Job updates your Set of Courses.  
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10.  Deciding how to use these functions may take further research; see More Alma Reserves – Course Bulk Update Resources for more 
information about how each of the Task Parameters impacts the Courses in your Set. A few tips about the Enter Task Parameters 
Screen:  

a. Fields that have a check box available next to them require that you check that box in order to successfully change that field 
in your courses. For example, if you fill in a new Year to update your Courses from 2022 to 2023 but do not check the box to 
the left of Year, the Year in your Courses will not update when you run your Job.  

b. For some fields, you have the option of changing the data Unconditionally, If field not empty, or If field empty. If you choose 
Unconditionally, Alma will change this field no matter what existing data Alma has in that field for your Courses. It’s 
important for these fields to choose the option that best suits the update that you’re making.  
 

11. Once you’ve added your parameters, click Next in the top right corner. In this example, we’ve input parameters to update the Start 
and End Dates for the Courses in our Set.  
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12. The next screen will confirm what will and won’t be changed in your Set by this Job. In this example, only the Start date and End 

date will be updated. 
 

 

 

13.  Once you’ve reviewed the summary, click Submit.  
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14. At this point, your Job will be submitted, and Alma will navigate you to a list of Jobs that are currently running in our Alma 
environment. This will include your Job, as well as Jobs that are being run by automated Alma processes or other Alma Operators. 
 

 

 
15. When your Job has finished running, you will receive an automated email from Alma giving you a summary of the changes made to 

your Set. Jobs typically only take a few minutes, but this can depend upon several factors in Alma (e.g., how many other reports are 
running, how large your Set is).  
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More Alma Reserves – Course Bulk Update Resources 
 

Ex Libris – Manual Jobs (Course Bulk Update)  

https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/050Administration/070Managing_J
obs/020Manual_Jobs_on_Defined_Sets#Course_Bulk_Update 

 

 

 

 

 

 

Questions? Troubles? Feedback for this guide? Contact Central Access Services!  

stacksreserves@library.illinois.edu 

Business hours: 217-333-8400  

Nights and Weekends: 217-244-0732 
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