Setting Up Staff Roles in Aima Revised by SSG 8/13/24

Managing User Roles for Summit
Processing

Adding Roles to an Individual User Account

To configure user roles, you must have one of the following roles:
e User Administrator
e General System Administrator

e User Manager

Open Alma
From the side bar, select Admin, and then go to Manage Users under User Management.

Admin  Analytics

User Management

Manage Users ,
Purge User Records

Load Desk/Department Operators
Bulk Fine Waiving

User Identifier Types

Go to the staff tab and select a user. Click on the ellipsis to edit.

Y Account: All ~ Role: All = Status: All -

Account Type & Job Category 5 User Group Status Expiration date Blocks Notes

1 Bledsoe, Erin [& Internal = library staff Active

Edit
Delete

Deactivate

Depending on the circumstances, you may need to create a new user. If this is the case, select
Add User above the list of names. This options bring up the same screen. The difference is
that adding a user, you will have to enter the additional user data before adding roles.
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Y Account: All - Role: All ~ Status - All ~

ﬁ ©adduser [ O

Roles required for basic Summit processing:
e Fulfillment Services Operator
e Requests Operator

Roles that allow higher-level processing and troubleshooting:
e Circulation Desk Operator

e Physical Inventory Operator

To add roles click on Add Role in the User Roles menu

User Roles

1-200f 36 @ AddRole; @ Add from Profiles

Y Filter: all -

@ Remove Selected () o

Status
¥ Active 4 Role Name + Role Area ¥ Scope Parameters =
Date
n Pacific )
1. @ Catalog Administrator Catalog o 08/11/2024
University
Select roles and click on Add Role
< Add New Roles cancel Add Role
Role Privileges /
\ Fulfillment
i Services Manages the library's fulfillment services such as reading lists and move requests
Operator
9 Instructor Creates and Manages Leganto reading lists
10 Patron Receives services from the library, such as places requests and receives loans
Requests ] o ) ) ; )
1 Operator Manages the steps of the requests fulfillment. Picks items from shelves, placed items in transit and on hold shelves

The selected options will appear in a list below the users information. To edit one, including
adding the scope or parameter, click on the ellipsis and select Edit.
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5 Fulfillment Services Operator

Fulfillment

\12.-'06;201 7
Edit

Remove

I view hidden

Roles need to be added for each resource sharing library that the user is processing from. For

example:
aO Requests Operator Fulfillment Hannon Library Circulation Desk
[ @] Requests Operator Fulfillment Resource Sharing Library Resource Sharing Desk

The Request Operator, Fulfilment Services Operator, and Circulation Desk Operator Limited will
need to have a scope and a circulation desk. If you have branch campuses or multiple libraries
that process summit, an individual profile will need multiple request operator roles to process

requests from multiple libraries.

< User Roles Details

Bledsoe, Erin
Primary erin.bledsoe
identifier
Record Staff
type

Role information

Role name  Fulfillment Services Operator

Status Active

Role p eters

Internal

User group library staff

___

Manage fulfillment activities

hv
Scope Central Washington University -
A

© Add Service Unit =

Service Unit * /

Select Save Role when done.

Save the user profile when all roles are added and modified per your institution's needs.
*Remember that the user will need to log out and log back in for the roles to be active.
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Creating a Profile

If you are adding and removing roles on a fairly regular basis (ex: student workers) then you can
create a profile for those roles in order to add them all to a patron record at one time.

Open Alma Configuration and go to Profiles under User Management > Roles and
Registration

< Back to Alma a Alma Configuration

Configuring Filter List
Saint Martin's Univer - 4 Look-up or select
Acquisitions Roles and Registration
PES———————
Profiles
=y
Role Assignment Rules
Resources
User Registration Rules
Roles Report
Fulfillment
Privileges Report
User Management Mandatory Fields
Public
General Staff
External Contacts
Analytics

In the Profiles list, check to see if the profile you need already exists, and if not, choose Add
Profile

< Profiles List Back

1-150f15 | Name - Q, © Add Profile [ Lo

¥ Rolefilter: all ~

Owner & Name Included Roles Created By Creation Date  Modified By Modify Date

Name your profile, then click Save and Continue
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<{ Profile

Profile Name

Name*  User profile example

Profile Roles

Cancel Save

b4

© Add Role

Choose the roles to add for the employees who will use this profile. You can add more than one

at a time by checking the boxes next to all that you want to apply.

Click Add Role

Roles may default to inactive,especially if they require a scope or a circulation desk - choose

edit from the menu on each role and turn the status to Active.

Role information

Role name Circulation Desk Operator

tatus
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Scope [O_._ k-

Expiry Date  Abbey Library
Empty library from source system
Rec Center

Resource Sharing Library

L'

@ Add Circulation Desk «

Circulation desk *

Circulation Desk

Add circulation desk

When you’ve finished, click Save Role

Note:
e You need to assign a scope and circulation desk to most roles.
e |If the role needs to apply to multiple locations, you will need to add it for each location
and assign different scopes/circulation desks to it each time.

To use your profile to assign roles inside the user account, choose Add from Profiles instead of
Add Role in the User Roles menu.
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User Roles w
1-1o0f1 @ AddRole & Remove Selected (18 o
4 Active . Role Name 4 Role Area 4 Scope Parameters 4 Status Date
Saint Martin's
1 Patron Fulfillment - 08/28/2017
«© University i

Choose the profile you created, and all of the roles will be added at once.



