
Lesson 4: Creating and Filtering a New Report 

 
Having seen the out-of-the-box reports and the reports from other schools, you are now ready to 
create a report yourself. Enter Alma, then analytics. But this time, click New>Analysis>Physical 
Items. It will then offer subject area options such as “Borrowing Requests,” “Fines and Fees,” 
“Fund Expenditure,” and “Link Resolver Usage.” 
 

 
 
 
 
 
 

 
 
Notice that you are automatically in the Criteria tab, in the upper left corner. 
 

 
 
 

 
There are many criteria. Take your time and get to know them. For right now, expand the 
Bibliographic Details folder and double click the Publisher option. You may also drag and drop 
it.  
 
In the center panel, Bibliographic Details>Publisher has appeared. It is one of your selected 
criteria. 
 

 
Notice the little drop-down menu. Select Sort>Descending. 
Still in the Bibliographic Details folder, double click or drag and drop 
the Subjects. 
 

 
 
Now the center panel looks like this. 
 
 
 
Now, expand the Location folder and choose Location Code and Location Name 
 
Now the center panel 
looks like this. 
 
 
If we changed the tab from “Criteria” to “Results” it will run the query on all physical items and 
display the publisher, subjects, location code, and location name. This query will take a few 
minutes because we haven’t specified any filters. And the result set will be quite large.  We want 



to add filters to tell us, for example, what the subject terms should be or where the items are 
located.  
 
[sample of results] 
 

 
 
 

Please do activity 4-1. 

 
Return to the “Criteria” tab and click the drop-down menu next the selected column “Subjects.” 
Choose Filter. 
 

 
 
 
From New Filter box, choose the operator 
“contains all” then value dogs. Click the 
OK button. 
 
 
 
 
 
 
 
  



Click the Location Name and choose “Filter.” Click on the icon of binoculars for a choice of 
options. Click Juvenile Collection then the Move arrow. Click OK. Click OK again. 
 
We don’t need Location Code, so click the dropdown menu for Location Code and select delete. 
 
Notice how the filters area is reflecting our choices.  
 
 
 
 
 
 
 
 
 
Now, click on the Results tab to view the new report. 
 

Please do activity 4-2 and 4-3.. 

 
 

  



Activity 4-1 

 
Review the first page of the table. Do you understand how what you selected matches with what 
you are seeing? 
 
 
Click back into the Criteria tab.  Create a new report using the folders under Physical Items. 
Choose three or four and run the report by clicking on the Results tab. 
 

 

Activity 4-2 

 
Go back to the Criteria tab and find the title criteria. Add that criteria to the query.  Before 
running it, drag and drop the new criteria into the first position, so it will be the first column in the 
query. Run the search again. 
 
Did the title appear first in the table?  Drag and drop the column now, while looking at the 
results. 
 
 
 
 

Activity 4-3 

 
Click the “Criteria” tab. Remove either the “Location Code” or the “Location Name” from the 
“Selected Columns” area. Run the search again. 
 
 

 
Before continuing the video, re-create the query from the beginning of the video. It 
contained: 
 

 New>Analysis>Physical Items 

 Bibliographic Details>Publisher>Sort>Descending 

 Bibliographic Details>Subjects 

 Location>Location Code 

 Location>Location Name 
 


