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Notes:

Hello, and welcome to this session on previewing letters in Alma.
1.2 How Letters are Generated 
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Notes:

In this session, we’ll learn how to preview letters in Alma without accidentally sending in-progress letters to recipients.  

We’ll start with a review of how letters are generated in Alma, and how you can trigger a letter to yourself.  

Finally, we’ll learn how to use the Notification Template to preview letter changes.
1.3 Configured Letter Emails
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Notes:

Let’s imagine you are busy modifying the On Hold Shelf letter.  Maybe you changed some of Letter Email labels, the static text that appears in the letter.
1.4 Customized Letter XSL

[image: image4.jpg]Customized Letter XS

../xsl/letters/FulPlaceOnHoldShelfLetter.Xsl[™_ i o e pre-headerxsl’ /»

<xsl:template match="/"> <xslinclude href="senderReceiver.xsI" />
) <xskinclude href="mailReason.xsl" />
<xskinclude href="footer.xsI" />
</xskattribute> " | <xskinclude href="style.xsI" />

<xskinclude href="recordTitle.xsI" />
<xsl:call-template name="head" /> <!-- heads

<xsl:call-template name="senderReceiver' /> <!-- SenderReceiver.xs| -->
<xsl:call-template name="towhomisConcerned" /> <!-- mailReason.xs! -->

<div class="messageArea">

«div class="messageBody">

<table cellspacing="0" cellpadding="5" border
<tr>

<td{@@following_item_requested_on@@
<xsl:value-of select="notification_data/request/create_date’/>]
@@can_picked_at@@

[<xslvalue-of select="nofification_data/request/assi

[@@vcirculation_desk@@</1d>

gned_unit_name"/;

<tr>





Notes:

Maybe you also modified the XSL to change the layout of the letter.   You may also have customized some of the special XSL files that are re-used by many letters, including the On Hold Shelf Letter.  

Inside the XSL files you might see the double @ signs that indicate where your static labels appear in the letter. 

The “xsl:value-of” elements show where dynamically generated user, item, and request-related contents appear.  For example, here’s the spot for the date the item was requested, and here’s where the item is being held for pickup.

But, where does this dynamic content come from?
1.5 Alma Generated Letter XML
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Notes:

This dynamic content comes from the huge “Letter XML” document that Alma generates when a letter is triggered.  

This document includes hundreds of data elements relevant to the letter at hand.   For an On Hold Shelf letter, this includes request, user, and item information.  And, it also includes some of the static labels from your Letter Email configurations.

Let’s take a closer look at a few lines pulled out of a sample Letter XML file and displayed in an XML editor.  Here you can see the item title, the expiration date of the request, the requestors name, etc.

1.6 Putting it All Together
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Notes:

Let’s recall how Alma pulls it all together.

When a letter is triggered, Alma fetches the appropriate Letter Emails containing the labels you configured.  Alma also generates the huge Letter XML file filled with all the necessary data.  And, 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 in HTML.

But, if you just made these changes, there could be a mistake that you don’t want real live recipients to see.  What if you misspelled Dear?  What if you accidentally removed the fields indicating where the patron can pick up the item?  
Letter Example (Slide Layer)
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1.7 How to Make and Preview Letters Safely
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Notes:

Let’s consider how you can make and preview changes in your letters before they get sent to recipients.

First, choose where to make and preview your changes:

We strongly recommend changing and previewing your letters in your sandbox environment.    When happy with the results, copy them over to your production environment.

If you absolutely must make untested changes in production, here are a few tips.  

· If the letter is triggered by workflow events, avoid changes during busy hours when staff are likely to trigger the letter before you are done.  
Likewise, if the letter is triggered by a job, avoid changes when the job is about to run.


· Next, consider how to preview your changes:  There are two approaches to previewing letters.
You can trigger a letter to yourself by following the necessary workflow steps in Alma.  Use this technique to preview any of your Letter Email (label) changes and your XSL changes if minimal.
Or, you can use the Notification Template tool to transform Letter XML into a letter you can preview on screen or email to yourself.  This technique is best for previewing XSL changes.  We’ll learn why shortly.  
How (Slide Layer)
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1.8 Triggering a Letter to Yourself
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Notes:

Let’s walk through an example of how to trigger a letter to yourself.
1.9 Allowed Email Addresses on Sandbox
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Notes:

But first, remember that in Sandbox environments, outbound email is usually configured to prevent accidentally spamming users in the system.  To overcome this restriction for your email address, go to the General tab on the Alma Configuration page and click the Allowed Emails link.  

Here you can see the list of email addresses that are enabled on your sandbox.  Note that domains work only in implementation production environments, not in sandbox environments.

To add your email, click the Add Row link.  Enter your email address, an optional description, and click the Add Row button.  

Click the ellipses to delete an email address.  But, always make sure that there is at least one email address in the list.  If the list is empty, all emails in the Sandbox environment will be enabled.
Allowed Emails (Slide Layer)
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Add Row (Slide Layer)
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1.10 Trigger a Workflow Event Driven Email
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Notes:

Now you can trigger a workflow event-driven email to yourself.  We’ll use the Ful Cancel Request Letter as an example.  

To trigger this email, locate a physical item, and create a request.  Make it a Patron Physical Item request with you as the Requester.

Next, to trigger the email, cancel the request using any workflow you choose.  For this example, I went to the Monitor Item Requests and Item Processes page and filtered on requests made today.  Click Cancel to cancel the request.   

Select any Cancellation reason you like, and perhaps include a helpful Cancellation note to yourself before clicking Confirm. You should see that the canceled request has been confirmed.

Now, check your email for the letter and make any corrections necessary.  You will see all your Letter Email changes and XSL changes in that letter.

Create Request (Slide Layer)
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Locate Request (Slide Layer)
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Cancel Request (Slide Layer)
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1.11 Using the Notification Template
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Notes:

Now, let’s learn about using the Notification Template to preview letter changes.
1.12 Is there Another Way to Preview XSL Changes?
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Notes:

Imagine you are modifying the XSL for a letter, and it might take a few attempts to get right.  It could be quite tedious to set up a workflow that triggers a new email each time you want to preview and make another tweak, especially if the setup is complicated.

Or, maybe your letter is just too difficult to trigger.  Perhaps it’s only sent under specific circumstances due to Terms of Use policies and other rules.  

Fortunately, there is an alternative that can help in both these cases!  This is the Notification Template tool.
1.13 The Notification Template Tool
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Notes:

Here’s how it works.  First, you need to get your hands on a Letter XML document for the letter.  We’ll learn where to find sample XML and how to generate your own XML in a moment.

Then, you upload the XML into the Notification Template tool.  And, the Notification tool uses your modified XSL to transform the Letter XML into your formatted HTML letter.  You can preview the letter on screen if you enable pop-ups, or you can email the XML to yourself.

If you edit your XSL, simply upload the same XML file again to see the results of your edits.

1.14 Get Sample XML from Developers Network
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Notes:

The Ex Libris Developer Network offers the quickest and easiest way to get sample Letter XML for almost any letter available in the system.  Simply download the zip file, and grab the XML for the letter you need.  You can find a link to the Developer Network in the Recommended Articles area of the page where you launched this training.

Here’s the sample XML for the FulPlaceOnHoldShelfLetter.  You can use the XML exactly as it is.  Or, you can edit the field values to reflect your institution’s data.  It’s easier if you use an XML editor.  

Earlier, we mentioned that this technique is not good for previewing changes to Letter Email labels.  Here’s why.  The sample Letter XML already contains many of the necessary labels, so your Letter Email changes will not be seen.  Some labels, however, are not in the XML, so Alma will grab those labels from your environment.  

Because of this mixed behavior, this technique is not great for previewing label changes.  But, it is great for previewing XSL changes.

Sample XML (Slide Layer)
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1.15 Generate Your Own XML
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Notes:

If you prefer to see your own institution’s data in your Letter XML file, you can generate and receive Letter XML via email from either your production or your sandbox environment.  

To get started, go to the General tab of Alma Configuration page in your chosen environment and click on the XML to Letter Admin link.  

Here, you can expand the XML Receiver drop-down to see a list of all users with the Letter Administrator role.   Select your name so Alma will send XML Letters to the preferred email address in your user account.

Next, select the type or types of letters for which you want to receive XML, and click Save.

Now, Alma will email Letter XML to you every time the selected letters are sent to ANY recipient in the system.  

When you receive the XML, copy it into a text or XML editor.  Only copy over the actual XML, leave out any information your email system might have added.  The first and last lines of the XML look like this.  Save the XML on your computer as an XML file with the extension  “.xml”. 

Before we move on, here are some tips to consider:

· In your Sandbox environment, make sure your preferred email address is in the list of Allowed Emails.

· In you are using your Production environment, be very careful if you selected a letter that is triggered by a batch job.  You could receive thousands of Letter XML emails which could impact system performance.

· If possible, take control into your own hands and trigger a letter to yourself as we discussed earlier.  Then, you’ll receive both the Letter XML, and the formatted letter itself.

· As soon as you have the Letter XML you need, go back to the XML to Letter Admin link and disable sending of XML for that letter type.

XML to Letter Admin (Slide Layer)
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Some XML (Slide Layer)
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Instructions (Slide Layer)
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1.16 Use Notification Template to Preview Letter
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Notes:

Now that you have your XML, you are ready to transform it into a real letter.  But remember, if you generated the XML in your production environment, you may need to go back to your Sandbox where you made changes to the XSL.

Once in the right environment, go to the General tab of the Alma Configuration Page, click on the Notification Template link.

Click in the XML to Upload field and browse to your XML file.   Once you select the file on your computer, it will appear like this.  Click the Save button to complete the upload process.  You’ll see a confirmation message, and the Letter type field will be completed.

If you want to preview the letter via email, check the Send by email box and enter your Email address.  Then, click the Run XSL button.

If you want to preview the letter on screen, uncheck the Send by email box and click the Run XSL button.  If pop-ups are enabled, you will see a small window like this in the upper left corner of the screen.  Close the window to see another small window containing your formatted letter.  Simply expand the window to see it all.

If there are any problems, edit your XLS.  Then, you can use the same XML file again, to preview your changes.  
Notification Template (Slide Layer)
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Upload (Slide Layer)
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Uploaded (Slide Layer)
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Preview on Screen (Slide Layer)
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1.17 Session Review and Quiz

[image: image32.jpg]How Letters are Generated
Triggering a Letter to Yourself
Using the Notification Template
Session Review and Quiz





Notes:

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

In this session, we:  

· Began by reviewing how letters are generated in Alma

· Walked through the process of triggering letters to yourself for preview

· And, learned how to use the Notification Template tool to preview customizations made in a letter’s XSL

What are your next steps?

· Please refer to the Recommended Articles section where you launched this training session for additional information.

· After the short quiz that begins on the next page, continue to the next training session in this series.

1.19 Quiz: Sandbox Email

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

	X
	Add your email address to the list of Allowed Emails on your Alma Sandbox.

	 
	Remove all email addresses from the list of Allowed Emails on your Alma Sandbox.

	 
	You cannot receive emails from your Alma Sandbox.  


Feedback when correct:

Right!  The correct answer is:

Add your email address to the list of Allowed Emails on your Alma Sandbox.

IMPORTANT:  Do not remove the last entry in the Allowed Emails list on your Sandbox.  If the list is empty, email will be enabled for everyone with an email address in the system! 

Feedback when incorrect:

The correct answer is:

Add your email address to the list of Allowed Emails on your Alma Sandbox.

IMPORTANT:  Do not remove the last entry in the Allowed Emails list on your Sandbox.  If the list is empty, email will be enabled for everyone with an email address in the system! 

Notes:

Correct (Slide Layer)

[image: image35.jpg]Imagine your email address is the “Preferred address” for a Sandbox
user account, and you want to receive emails sent to that account.
But, AlIma Sandboxes are configured to prevent accidentally
spamming anyone with an email address in the system. What
should you do?

Right! The correct answer is:

* Add your email address to the list of
Allowed Emails on your Alma Sandbox.

@ Add your email «
Alma Sandbox.

Remove all emai "
your Alma Sand| IMPORTANT: Do not remove the last entry in

the Allowed Emails list on your Sandbox. If
You cannot rece the listis empty, email will be enabled for
everyone with an email address in the system!

)





Incorrect (Slide Layer)
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1.20 Quiz: Notification Template

 (Multiple Response, 10 points, 1 attempt permitted)

[image: image37.jpg]otification Template

What are some benefits of using the “Notification Template” tool
rather than triggering an email to yourself to preview letter changes?
(Select all that apply.)

When customizing a letter’s XSL, you can use the same XML file
+| to preview the letter repeatedly. You don’t have to set up a
workflow to trigger an email each time you edit the XSL.

For letters that are difficult to trigger, you can get sample Letter
| XML from the Ex Libris Developer Network to use for previewing
changes to a letter’s XSL.

You have the flexibility of previewing letters either on screen or
via email.

This is the most efficient way to preview changes to the static
labels in Letter Emails.





	Correct
	Choice

	X
	When customizing a letter’s XSL, you can use the same XML file to preview the letter repeatedly.  You don’t have to set up a workflow to trigger an email each time you edit the XSL.

	X
	For letters that are difficult to trigger, you can get sample Letter XML from the Ex Libris Developer Network to use for previewing changes to a letter’s XSL.

	X
	You have the flexibility of previewing letters either on screen or via email.

	 
	This is the most efficient way to preview changes to the static labels in Letter Emails.


Feedback when correct:

Right!  Benefits of the Notification Template tool are:

Using the same XML file repeatedly.

Getting sample XML from the Ex Libris Developer Network.

Previewing letters on screen or via email.

The XML file you upload into the Notification Template tool already contains some labels, so this is not a good way to preview Letter Email label changes.

Feedback when incorrect:

Benefits of the Notification Template tool are:

Using the same XML file repeatedly.

Getting sample XML from the Ex Libris Developer Network.

Previewing letters on screen or via email.

The XML file you upload into the Notification Template tool already contains some labels, so this is not a good way to preview Letter Email label changes.

Notes:

Correct (Slide Layer)
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What are some benefits of using the “Notification Template” tool
rather than triggering an email to yourself to preview letter changes?
(Select all that apply.)

Right! Benefits of the Notification Template tool are:

* Using the same XML file repeatedly.
* Getting sample XML from the Ex Libris Developer Network.
* Previewing letters on screen or via email.

The XML file you upload into the Notification Template tool already
contains some labels, so this is not a good way to preview Letter Email
label changes.

v . p
via email.

This is the most efficient way to preview changes to the static

( )





Incorrect (Slide Layer)

[image: image39.jpg]otification Template

What are some benefits of using the “Notification Template” tool
o rather than triggering an email to yourself to preview letter changes?
(Select all that applv.)
Benefits of the Notification Template tool are:

* Using the same XML file repeatedly.
* Getting sample XML from the Ex Libris Developer Network.
* Previewing letters on screen or via email.

The XML file you upload into the Notification Template tool already contains
some labels, so this is not a good way to preview Letter Email label changes.

You have the flexibility of previewing letters either on screen or
via email.

This is the most efficient way to preview changes to the static

Continue |





1.21 Quiz: Letter XML

 (Multiple Response, 10 points, 1 attempt permitted)

[image: image40.jpg]Imagine you customized the XSL for a letter. Now you want to
upload a Letter XML file into the “Notification Template” tool so you

can see how the letter will look. How can you get Letter XML that
includes your institution’s data? (Select all that apply.)

Download sample Letter XML from the Ex Libris Developer Network.
Then, edit the values in the XML to reflect your institution’s data.

Configure the “XML to Letter Admin” tool to email Letter XML to your
email address any time that type of letter is sent to any recipient.

You do not need to upload a Letter XML file when using the
“Notification Template” tool.





	Correct
	Choice

	X
	Download sample Letter XML from the Ex Libris Developer Network.  Then, edit the values in the XML to reflect your institution’s data.

	X
	Configure the “XML to Letter Admin” tool to email Letter XML to your email address any time that type of letter is sent to any recipient. 

	 
	You do not need to upload a Letter XML file when using the “Notification Template” tool.


Feedback when correct:

Right!  There are two correct choices: 

Download sample Letter XML from the Ex Libris Developer Network.  Then, edit the values in the XML to reflect your institution’s data. 

Configure the “XML to Letter Admin” tool to email Letter XML to your email address any time that type of letter is sent to any recipient. 

Feedback when incorrect:

There are two correct choices: 

Download sample Letter XML from the Ex Libris Developer Network.  Then, edit the values in the XML to reflect your institution’s data. 

Configure the “XML to Letter Admin” tool to email Letter XML to your email address any time that type of letter is sent to any recipient. 

Notes:

Correct (Slide Layer)

[image: image41.jpg]Imagine you customized the XSL for a letter. Now you want to
upload a Letter XML file into the “Notification Template” tool so you

can see how the letter will look. How can you get Letter XML that
includes your institution’s data? (Select all that apply.)

Download sample Letter XML from the Ex Libris Developer Network.
Wi ot the | Right! There are two correct choices:

Conf_lgure the ‘. Download sample Letter XML from the Ex Libris
eiailaddress Developer Network. Then, edit the values in
the XML to reflect your institution’s data.
Youdonotnee . configure the “XML to Letter Admin” tool to
“Notification Tt email Letter XML to your email address any
time that type of letter is sent to any recipient.
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Incorrect (Slide Layer)

[image: image42.jpg]Imagine you customized the XSL for a letter. Now you want to
upload a Letter XML file into the “Notification Template” tool so you

can see how the letter will look. How can you get Letter XML that
includes your institution’s data? (Select all that apply.)

Download sample Letter XML from the Ex Libris Developer Network.
Then, edit the There are two correct choices:

Configure the  +  Download sample Letter XML from the Ex Libris

email address Developer Network. Then, edit the values in the
XML to reflect your institution’s data.

Youdonotne ¢ Configure the “XML to Letter Admin” tool to

“Notification email Letter XML to your email address any time
that type of letter is sent to any recipient.

Continue |





1.22 Thank You!

[image: image43.jpg]Thank You!

Visit the Ex Libris Knowledge Center
http://knowledge.exlibrisgroup.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 this training. 
1.23 About This Training
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Notes:

1 (Slide Layer)
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* Alma Administration Certification (New Ul) > General (New
UI) > Configure Letters (New Ul)
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By the end of this training session, you will be able to:

Understand how letters are generated in Alma

igger letters to yourself for preview

Use the Notification Template tool to preview letters
with customized XSL
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