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Notes:

Hello, and welcome to this General Configuration session, Configuring Letters. 
1.2 Introduction
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Notes:

Alma’s letter generation system sends an array of predefined, but highly customizable, letters to patrons, staff, and vendors. Messages include warnings, confirmations and notifications, orders, fulfillment requests and more. 

It is possible for those with General Systems Administrator and Letter Administrator roles to customize these letters, many of which are triggered automatically by workflows in Alma while others can be generated on demand.  This session will focus on patron-facing letters. 

We’ll begin with an:

· Overview of the letters available in Alma and how they are built;

· We’ll then discuss the available letters in Alma and how you can make changes to specific text in your Alma letters;

· After that we’ll get into how you can customize the format of your letters in the XSL files;

· And finally, we’ll show you how to enable or disable letters from being sent from Alma to your patrons. 

· After a brief session review, there will be a short quiz to test your knowledge.


In the next session, Previewing Letters, will show you how to view your customized letters to confirm any changes you make before sending any letters out to patrons.  We strongly recommend you view that session before you initiate any customizations. 
1.3 Letters Overview
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Notes:

Letters come predefined in Alma as part of the out-of-the-box functionality.  Most are triggered automatically by workflow events or processes in Alma, while others can be generated by staff on demand.   Examples of letters include an On Hold Shelf Letter, Request Cancellation letter or a Fulfillment Overdue and Lost Loan Letter. 
Alma constructs these letters in HTML format by combining static labels and dynamic XML fields generated by Alma with an XSL Style Sheet to format the letter.  Both the static labels and the XSL Style Sheets can be configured or customized.  


Please remember that if you do make changes to the XSL files in particular, Ex Libris is unable to provide support.  
1.4 3 Basic Steps to Configuring Letters
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Notes:

There are 3 basic steps to configuring letters if you choose to make changes to the default, out-of-the-box letters already included in Alma.  

The General Configuration menu in Alma contains the 3 links you’ll need if you want to make these changes.  

1.  Configure or make edits to the letter labels or static text in the Letter emails configuration menu.  There are placeholders for certain information contained in each letter.  The labels for that static, placeholder text can be changed based upon your wishes and are ultimately reflected in the output letter sent to the patron. 

2.  The Customize Letters configuration menu allows you to customize the layout of the letter by modifying or changing an XSL Style Sheet used to generate the letters patrons receive by email.  The XSL Style Sheet contains the code where you can specify the order of the text labels.  This step is entirely optional and is best recommended only for institutions with XSL experience.  

3.  Use the Letter Activity configuration menu to enable or disable (if necessary) the sending of letters to patrons or other recipients. 
1.5 How Alma Builds Letters
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Notes:

So let’s see how Alma puts all of the pieces together to create your formatted letters.  When a letter is triggered, Alma fetches the appropriate Letter Emails containing the text labels you configured.  

Alma also generates the huge Letter XML file filled with all the necessary dynamic data, such as the patron’s name, specific dates, bibliographic information, etc.. 

And finally, Alma pulls up the XSL needed to format the letter at hand.  

With all the pieces in place, Alma pushes the labels and Letter XML file through XSL processing.  What comes out the other side is your beautifully formatted letter.

We’ll talk about this process and how you can configure letters in Alma throughout this session. 
Letter Example (Slide Layer)
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1.6 Step 1: Letter Emails
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Notes:

Let’s now take a look at the letters in Alma and how you can make changes to the text in those letters.  

Before you make any changes to the default letters in Alma,  we recommend that you take a few moments to review the next session, Previewing Letters. 

That session outlines details about how to “preview” an Alma letter to validate the changes you made before letters are sent out to patrons. 
1.7 Step 1: Letter emails
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Notes:

From the General Configuration menu, under General Configuration, select the Letter emails link. 

The All Code Tables page allows you to view all of the letters that Alma generates, close to 100. 
You’ll be able to identify which letters are patron facing by the green check mark in the Patron Facing column.  


All Code Tables - Patron Facing (Slide Layer)
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1.8 Letter emails
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Notes:

Use the Row Actions Menu to view or customize the placeholder text in each letter, making changes to the text included in that letter when, for example, an item a patron requested is placed on a hold shelf.  

You can view all of the placeholder code text elements on the page. Each code must have a value - you can’t leave any description blank. 

But you can use the Row Actions Menu once again to Customize the text description of that specific placeholder text, in this case the Author.  Click the blue Customize button at the top of the page to save any changes you make. 

One code you’ll want to configure for each letter in Alma is the addressFrom field.  You’ll want to add a generic email address for the department in your library that is appropriate to the specific letter. 

And finally, remember that if you make changes to the placeholder text in the default language, in this case English, you also need to configure the letters in the same way for other languages you have activated as well.  

Use the Filter on the left side of the page to select that language, making customizations to the letters in the same manner. 

Customize emails (Slide Layer)
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1.9 Restore Default Settings
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Notes:

You’ll recall that you can customize the placeholder text contained in the letter.  It’s possible to edit multiple Description fields in the same letter by using the Customize All link.  

When you do so, all of the Description fields will be available for editing and you can customize each without having to go line-by-line using the Row Actions Menu for each. 

If you make a mistake, or if you simply want to revert back to the default values for the placeholder text in your letter, back on the All Code Tables page, use the Row Actions Menu and click Restore.  This will restore all of the Descriptions you’ve customized back to their original default settings. 
Restore Defaults (Slide Layer)
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1.10 On Hold Request Letter
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Notes:

Here is an example of an output letter from Alma, specifically an On Hold Shelf Letter.  

The code table, specifically the “sincerely” code, indicates where the static text can be customized, and here you can see the output of that text.  You could, for example, change the description to “Regards” in the code table which would be reflected in the output letter, replacing “Sincerely” with “Regards”. 

The static text in the “department” and “letterName” code of the letter is also shown. 
1.11 XSL Files – Letter emails
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Notes:

In that same All Code Table containing the list of letters in Alma, you’ll find another type of file in the list of letters, an XSL file.  

The various XSL files pull in dynamic values from Alma such as user names, addresses, item details and bibliographic information as well as static text for all letters in Alma.  This is very useful and it saves you time.  Rather than having to format the header, the reason for the email, and the footer for the same elements in every letter, these “universal” XSL files take care of it for you. 

For Example, the mainReason.xsl Letter contains salutations, Dear Sir/Madam, that are included in every letter Alma produces. The footer.xsl Letter contains the footer formatting that will also be contained in each letter.  

Most customers find it important to change both of these XSL files for each letter in Alma. The mailReason will be different for each letter and the footer, which contains “Contact Us” information for example, will also likely change with each type of letter as well.  Or you may choose to disable the footer altogether. 

1.12 XSL Files – Letter emails
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Notes:

A closer look at the actual XSL code for a specific Digitization Request Letter reveals the inclusion of the mailReason and footer information contained in the “universal” XSL files.  

If you want some ideas for how to change the XSL code, feel free to search for them in the Customer Knowledge Center article where you launched this session.  The Developer’s Network is also an outstanding place to find XSL code ideas for customizing your letters. 

If you click on the Row Actions Menu you’ll be able to see the elements of each XSL file.  In this case, for the footer.xsl file, you can see it includes “Contact Us” and “My Account” data for each letter in Alma. 
1.13 Step 2: Customize Letters
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Notes:

The next optional step in the process of configuring letters in Alma is to customize their XSL Files.  

1.14 Step 2: Customize Letters
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Notes:

You can also customize the layout of specific notification letters either for SMS or letter format distribution.  

Navigate to the General tab in Alma Configuration page and click on the Customize Letters link under the General Configuration section.  
1.15 Customize Letters
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Notes:

The Configuration Files page lists all of the source XSL code fields. The code fields are used to format each type of letter and determine which text and fields appear in the emails, SMS messages and print slips. While this workflow is optional, you can use these XSL Style Sheets to customize which labels and how those labels and data appear in specific letters. 

Remember also that this workflow is only recommended for institutions that are comfortable working with and troubleshooting XSL. If you are customizing letter XSL code, your library must develop in-house expertise to maintain it. Ex Libris Support can not assist you with troubleshooting or maintaining customizations. 

Click the Row Actions Menu, select Customize to view the XSL code you wish to customize in that specific letter, in this example, for the On Hold Shelf letter. 
1.16 Customize XSL
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Notes:

The Content area of the XSL Configuration File page reveals the default layout for the On Hold Shelf Letter.  Be sure you’re working with the correct output - either the letter, SMS or print slip.  Scroll through the code and make any customizations you wish.  

For example, a closer look at the XSL code reveals the “Notes that affect the loan” code.  You could choose to remove that field from the letter altogether, or un-bold it by removing the <b> in the code itself, for example. 

A couple of things to remember:

· A reminder that what you’re doing in the XSL file is actually changing the format and content of the letter.  In the previous step, where you could customize the static text in the letter, you had to provide some value in the description, knowing that the text will display in all On Hold Shelf Letters. 

· It is strongly recommended that you read the Recommended Article located on the page where you launched this training from which you can copy the replacement XSL.  Or, search the Developer Network for additional examples and recommendations on how to change XSL code.
1.17 Customize XSL
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Notes:

Here is the section of the On Hold Shelf Letter that we were referring to in the previous slide. 
1.18 What Comes from Where?
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Notes:

This is a copy of a letter emailed to the patron, specifically a Borrowing Activity Letter.  It has been labeled with the various Alma pieces used to build the letter.
Remember to click the blue Customize button located at the top right of the page to save any XSL customizations you performed. 
Customize (Slide Layer)
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1.19 Step 3: Letter Activity

[image: image24.jpg]Step 3: Letter Activity
¢ Introduction

* How Alma Builds Letters
¢ Letter Emails

¢ Customize Letters

¢ Letter Activity

¢ Session Review and Quiz





Notes:

The final step is to  activate or enable the letters to be sent, or disable them from being sent if you choose to.

1.20 Step 3: Letter Activity 
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Notes:

From the General Configuration Menu, General Configuration, click on Letter Activity.  The Letter Activity Mapping Table lists all of the letters in Alma and allows you to enable or disable them from an institution or library. Alma does not send out disabled letters. 
1.21 Letter Activity Mapping Table
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Notes:

The Letter Activity Mapping Table displays all of the letters in Alma and includes the different types of notifications or channels through which they are delivered - EDI (for vendors), email or SMS delivery to patrons.   

If you are making changes here, be sure you are enabling/disabling the appropriate letter and channel. 
1.22 Letter Activity Mapping Table
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Notes:

Select Customize from the Row Actions Menu on the right of each row to activate the ”Enabled” button on the left of each row.   

Click the blue Save button located at the top right side of the page to save any customizations you made. 
1.23 Session Review and Quiz
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Notes:

That concludes the main portion of this Configuring Letters session. Let’s briefly review what was covered and then proceed to a short quiz.
1.24 Session Review
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Notes:

In this session we:  

· Began by providing an introduction and overview about how Alma builds letters that can be sent to patrons and others. 

· We then discussed and showed you how to configure the static text in your letters in Alma using the All Code Tables page.   

· We then walked through the process of customizing the optional XSL Style Sheets, making changes to the format of your letters or removing text altogether from a letter.  A reminder to ensure your institution is comfortable working with and troubleshooting XSL.  Any customization you do to XSL files are not supported by Ex Libris Support. 

· We concluded with a short description of how you can enable or disable letters from being sent from Alma altogether, using the Letter Activity Mapping Table. 
Next Steps: 
Refer to the Recommended Articles section where you launched this training session for additional information.


Please complete the short quiz on the following slides and then continue on to the next training session in this series when you are ready. Before making any configuration changes to your letters in Alma, it is recommended that you view the “Previewing Letters” session, which follows this one. 

1.25 Quiz: Formatting Patron Letters

 (Multiple Choice, 10 points, 1 attempt permitted)
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	Correct
	Choice

	X
	Configure the mailReason.xsl letter in the Letter emails table. 

	 
	Open a Salesforce case and request an enhancement.

	 
	Disable the mailReason.xsl in the Letter Activity table.

	 
	It’s not possible to change the salutation in the letters in Alma. 

	 
	None of the above.


Feedback when correct:

Correct! Use the Letter emails configuration table and locate the mailReason.xsl letter.  Use the Row Actions Menu to customize the salutation for all of your letters in Alma.   

Feedback when incorrect:

You would use the Letter emails configuration table and locate the mailReason.xsl letter.  Use the Row Actions Menu to customize the salutation for all of your letters in Alma.   

Notes:

Correct (Slide Layer)

[image: image31.jpg]Formatting Patron Letters

You are in charge of formatting patron letter notifications. You don’t
like the “Dear Sir/Madam” salutation in the letters and you want to
change it to “Dear Mr./Ms.”. What should you do?

@ Configure the mailReason.xsl letter in the Letter emails table.
Open a Salesforce case and request an enhancement.
Disable the mailReason.xsl in the Letter Activity table.
It’s not possible to change the salutation in the letters in Aima.
None of the above.

Correct! Use the Letter emails configuration table and locate the
mailReason.xsl letter. Use the Row Actions Menu to customize the salutation

for all of your letters in Alma.
|





Incorrect (Slide Layer)
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1.26 Quiz: Customizing a Greeting

 (Multiple Choice, 10 points, 1 attempt permitted)
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Let’s say you then want the greeting in a specific letter to appear in
bold font. How would you make that customization?

@ Use the Customize Letters configuration table.
Open a Salesforce case and request an enhancement.
Use the Letter emails configuration table.
It’s not possible to change a specific letter in Alma.

None of the above.





	Correct
	Choice

	X
	Use the Customize Letters configuration table.

	 
	Open a Salesforce case and request an enhancement.

	 
	Use the Letter emails configuration table. 

	 
	It’s not possible to change a specific letter in Alma. 

	 
	None of the above.


Feedback when correct:

Correct! Use the Customize Letters configuration table to modify, customize the XSL code for specific letters in Alma. 

Feedback when incorrect:

You would use the Customize Letters configuration table to modify, customize the XSL code for specific letters in Alma. 

Notes:

Correct (Slide Layer)
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Incorrect (Slide Layer)
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1.27 Quiz: XSL Configuration

 (Multiple Response, 10 points, 1 attempt permitted)
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	Correct
	Choice

	X
	mailReason.xsl Letter

	X
	footer.xsl Letter

	 
	department.xsl

	 
	recordTitle.xsl Letter

	 
	style.xsl Letter


Feedback when correct:

Yes, the mailReason.xsl Letter and the footer.xsl Letter files will need to be customized.  The mailReason.xsl Letter reflects the reason for the specific notification letter and the footer.xsl Letter contains important contact and account information specific to each letter. 

Feedback when incorrect:

Actually the mailReason.xsl Letter and the footer.xsl Letter files will need to be customized.  The mailReason.xsl Letter reflects the reason for the specific notification letter and the footer.xsl Letter contains important contact and account information specific to each letter. 

Correct (Slide Layer)
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Incorrect (Slide Layer)
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for each of your letters in AlIma before you send any notifications to
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«| mailReason.xsl Letter

« | footer.xsl Letter
Actually the mailReason.xs| Letter and the
department.xs| footer.xsl Letter files will need to be
customized. The mailReason.xsl| Letter
recordTitle.xs! Letter reflects the reason for the specific notification
letter and the footer.xsl Letter contains
important contact and account information

stylexsl Letter specific to each letter.
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1.28 Quiz: addressFrom Configuration

 (True/False, 10 points, 1 attempt permitted)

[image: image39.jpg]ddressFrom Configuration

Customizing the addressFrom setting in the Letter emails
configuration table allows you to add a generic email address for the
department in your library that is appropriate to that letter.

@ True

False





	Correct
	Choice

	X
	True

	 
	False


Feedback when incorrect:

In fact you would use the Letter emails configuration table to customize the email address for the department in your library that is appropriate to that letter.

Notes:

Incorrect (Slide Layer)
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Customizing the addressFrom setting in the Letter emails
configuration table allows you to add a generic email address for the
department in your library that is appropriate to that letter.
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In fact you would use the Letter emails configuration table to customize the email
address for the department in your library that is appropriate to that letter.
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Correct (Slide Layer)
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Customizing the addressFrom setting in the Letter emails
configuration table allows you to add a generic email address for the
department in your library that is appropriate to that letter.
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1.29 Thank You!
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Visit the Ex Libris Knowledge Center
http;, e . exlibris com





Notes:

Thank you for joining this session.  Please visit the Ex Libris Knowledge Center for more information.  

To find documentation articles related to the topic of this session, return to the page where you launched the training. 
1.30 About This Training
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By the end of this training session, you will be able to:

Understand the available letters in Alma
Makes changes to specific text in your letters
Customize the format of your letters in the XSL files

Enable or disable your letters from being sent
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