[bookmark: _GoBack]Under Alma>Administration>General Configuration>Configuration Menu
[image: ]
Then click on Letter Emails. 
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For example, to edit the On Hold Shelf Letter, click on Actions>Customize.
[image: ]

Then click on Customize next to what you want customize, for example “address from” within the On Hold Shelf Letter. 
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Update the description, then click on the Customize button on the top right or lower right of the screen. 
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You will need to do this for all letter emails that you are sending to users. 
Look in online Help under
Configuring General Alma Functions : General Configuration : Configuring Alma Letters
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To see a table of every letter and whether it is patron facing or not -
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Alma Letters

Letter Activity Name Description
Analytics AnalyticsLetter Contains an analytics report Yes
Letter that is sent to report

subscribers. For details on
configuring an analytics report,
see Creating a New Report

Assign To AssignToLetter Sentbyamanagertoassigna  No
Letter task to a staff memper

Borrowed By FulBorrowedByLetter Sent to patrons indicating thata ~ Yes
Letter proxy user has borrowed an

item on their benalf. For details
on working with proxy users, see
Working With Proxy Users.

Borrowing FulUserBorrowingActivityLetter Sent to patrons; contains a list  Yes
Activity Letter of all the patron’s loans,

overdue items, and active fines.

Sent either by a job or by

request. For details on

configuring the Borrowing

Activity Report, see
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(department [Circulation Department
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[sincerely [Sincerely
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fadaressFrom Your Department@organzatoncom
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