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1.1 Alma Digital: Customizing Labels, Reasons, and Templates
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Notes:

Hello, and welcome to this Alma Digital training session.
1.2 Patron Deposit Labels
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Notes:

In this session, we’ll demonstrate how to 

· Customize the text labels that appear on the Patron Deposit Interface.

· Configure the reasons you might decline or return a deposit.

· And modify templates for the emails sent to patrons regarding their deposits.

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

We’ll begin by learning how to customize labels.
1.3 Patron Deposit Labels: Navigation
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Notes:

To get started, navigate to Alma Configuration and make sure you are working at the Institution level.  

Then, go to the Resources tab, and under the Deposit section, click Patron Deposit Labels.  

Here’s the Code Table where End User Deposit Labels are stored.

Edit the text in the Code Table’s Description field to change the associated text on the Patron Deposit Interface.  Let’s look at some examples.
Alma Configuration - Resources (Slide Layer)
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End User Deposit Labels Code Table (Slide Layer)

[image: image5.jpg]Patron Depos bels: Naviga

< Code Table

End User Deposit Labels

Table code PrimaEndUserDepositLabels Table
Patron Facing No
Customization mode: Entire table needs to be customized

Y Filter: English ~

Enabled M[‘J’;e Move e Description

Down

(| nuioverviewnodeposits There are no deposits

= | nuideposit.ToU.lagree I have read and agree to t

= \ nui.deposits.createDepo: | | Create Deposit

Edit

888

| nui.deposits.edit





1.4 Patron Deposit Interface: Home Page
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Notes:

Suppose an alumnus logs on to the patron interface to deposit a PhD Dissertation. They notice a message saying There are no deposits.  That text could be confusing, if for example, their Master’s thesis was already deposited and accepted.

Since approved deposits are removed from the interface, a better message might be There are no pending deposits.  

To make a change like this, edit the applicable Description field in the Code Table and click Customize.  
Next, the patron clicks CREATE DEPOSIT and selects an available Deposit Profile… 
Code Table (Slide Layer)
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1.5 Patron Deposit Interface: Deposit Details Page
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Notes:

… and it goes to the page for submitting deposits.

The page title, Deposit Details, is just one of the labels you can edit via the Code Table.  

Below the page title, the Public Instructions can be found for the selected Deposit Profile.  To change this text, you need to edit the Deposit Profile itself because instructions are profile-specific.  Text entered in the code table, on the other hand applies to the interface for all Patron Deposits.

Along these lines, you can use the Deposit Labels Code Table to change all the text toward the bottom of the Deposit Details page.

Page Bottom (Slide Layer)
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Code Table for End User Deposit Labels (Slide Layer)

[image: image10.jpg]Interface: Deposit Details Page

Edit text via Code Table

Deposit Details

Thank you for depositing your dissertation or thesis! - Creator field: enter the first ond
last name that appears on your work. - Notes field: enter your current first and last
name plus your contoct nfo.

* Creator (FirstName LastName)

Edit text via Deposit Profile

< Code Table
wn
* Date (MM/YYYY or S— -
-~ | nuioverview.deposits.vic | | View all 0} deposits

Material..
*Text v

nui.deposit.depositetai | | Dep

nui.deposit instructions Instructions





1.6 Deposit Details Page: Dublin Core Fields
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Notes:

By now, you might be wondering why we skipped over the labels next to the metadata fields in the body of the page.  Simply put, you can’t customize these labels via the Deposit Labels Code Table.

Instead, you edit bibliographic metadata fields right on the Dublin Core Form for this type of deposit.   You can learn how to configure Dublin Core Forms in a separate training session. 
1.7 Patron Deposit Interface: Messages
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Notes:

And, here’s another set of labels you can customize via the Code Table.  These are the messages that appear in the interface when patrons perform actions such submitting, withdrawing, or saving drafts of deposits.
1.8 Patron Deposit Interface: Terms of Use
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Notes:

One last note before we move on...  To edit the text displayed in the Terms and Conditions Section, go back to the Resources tab in Alma Configuration and, under the Deposit section, click Terms of Use.

Right click on the row, and select Customize.  Here, you can edit the HTML displayed in the Terms and Conditions section.  Then, click Customize to save your changes.
Terms of Use Navigation (Slide Layer)
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Terms of Use: Customize (Slide Layer)
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Edit Terms of Use HTML (Slide Layer)
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1.9 Deposit Return and Decline Reasons
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Notes:

Now, let’s talk about configuring the reasons you might want to decline or return a patron deposit.
1.10 Approving, Declining, and Returning Patron Deposits
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Notes:

In the session on approving Patron Deposits you learned, not only how to approve Patron Deposits, but also how to decline or return Deposits if needed.

You also learned that you can select a reason for declining  or returning a deposit.  And the selected reason gets automatically added to the email message sent to the patron. 

In a moment, we’ll look at how to create your institution’s own lists of reasons for declining or returning Patron Deposits.  
Declining a Deposit (Slide Layer)
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1.11 Returning Versus Declining Deposits
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Notes:

Here are some points to consider before opting to build a Return Reason versus a Decline Reason:

· Staff should return a deposit if they want the patron to correct it and resubmit it.  The deposit remains in the repository, but it’s suppressed from discovery.  And, the Deposit stays on the Patron Deposit Interface so the Patron can continue working with it.
In contrast, staff should decline a deposit if it is completely inappropriate for inclusion.  Declined deposits are deleted from the repository and removed from the Patron Deposit Interface.


Despite these important differences, the process is the same for configuring Deposit Return Reasons and Deposit Decline Reasons.   So we’ll just walk through just one set of reasons in this session. 
1.12 Deposit Decline and Return Reasons: Navigation

[image: image21.jpg]; Deposit Decline and Return Reasons: Navigatio

Filter List
| Extibrisuniver ~ || Q Lookup orselect n
External Search Profile
Acquisitions
Repository Search
Additional Staff Search Debostt Ren Rex s
Resources B Deposit Decline Reasons
Patron Deposit Templates
Discovery cataloging Terms of Use
Metadata Configuration Patron Deposit Labels
ity Controlled Vocabulary
Registry
Author Number Lists
User
L Local Teansliteration Tahi





Notes:

Navigate to Alma Configuration. Then, go to the Resources tab and locate the Deposit section where you’ll see separate links for configuring Deposit Return Reasons and Deposit Decline Reasons.

Click Deposit Return Reasons.  
1.13 Code Table for Deposit Return Reasons
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Notes:

This is the Code Table where you manage your Institution’s Deposit Return Reasons.  

Let’s suppose you want to add a return reason to use if a deposited file is corrupt.  To add the reason, click Add Row. Then, enter a unique code that is used for internal purposes only.  And, more importantly, enter a helpful Description that will appear in two places:
· In the Reason selector on the Approve Deposits workbench.

· And, in the letters that get sent to patrons when staff select this Deposit Return Reason.

Next, since corrupt files are probably rare, set the Default Value field to No.   When done, click Add Row.

And, here’s your new Deposit Return Reason.  Remember to click Save before you leave the Deposit Return Reasons page.

Add New Reason Part One (Slide Layer)
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Approve Deposits Workbench (Slide Layer)
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Patron Email (Slide Layer)

[image: image25.jpg]Code Table for Deposit Return Reas

From * | library@no_such_university.edu

To* | ben.valdez@no_such_university.edu
cc
Subject* | Your deposit Do Plastic Bag Bans Reduce Sea Turtle Mortality Rates?
Body | Dear Sir/Madam,
Your deposit Do Plastic Bag Bans Reduce Sea Turtle Mortality Rates? has been
RE Ut or th ellwin neseo e (o) cormpr-Peee et ]

Deposit ID is 1325306890000521
Alma deposit approval team

library@no_such_university.edu





Add New Reason Part Two (Slide Layer)
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1.14 Patron Deposit Templates 
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Notes:

Next, we’ll learn how to modify the templates used to construct Declined and Returned email messages along with some other messages.
1.15 Patron Deposit Tempates: Navigation
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Notes:

Navigate to the Resources tab in Alma Configuration and make sure you are at the institution level.  Then, click the Patron Deposit Templates link under the Deposit section.

1.16 Mapping Table for Patron Deposit Templates
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Notes:

The Mapping Table for Patron Deposit Templates contains the templates for five types of Deposit-related emails:
Each type of email has its own row where you can edit the text you want to appear in the Subject line of the email.


· There are also a set of fields that get concatenated together to form the body of the email.  These include: 
The Header, or salutation
And four additional snippets of text found in columns numbered Source3 Text through Source6 Text.


Let’s take a closer look at the fields that make up the RETURN email template.

1.17 Email Template for RETURNED Deposits
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Notes:

The subject line of the email will be composed of the words “Your deposit” followed by the variable depTitle.  You can tell this is a variable by the percent signs around the text. This variable gets replaced with the title of the Deposit as it was submitted by the patron.   

Next, is the Header, or salutation.  Try changing that to a casual, “Hello”.  And, then there are four more text fields that you can edit as you like.  

Some of them also include variables that will be replaced.  Let’s see how this looks when it’s all put together to form a deposit RETURN email.

1.18 Email Generated for RETURNED Deposits
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Notes:

The template fields are all here, including the new Header saying Hello.  And, the variables have been replaced with the meaningful values.

But, there is also an extra bit of text that you didn’t see in the template.  When a staff member selects a Deposit Return Reason, the reason’s Description field gets inserted into the email message like this.  A similar insertion happens for Deposit DECLINE emails.  

You may want to keep this insertion in mind when editing the Source3 Text field. 

Untitled Layer 1 (Slide Layer)
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1.19 Save Patron Deposit Template Changes
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Notes:

When you’ve finished with your edits click Customize to save your changes.
1.20 Session Review and Quiz
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Notes:

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

In this session we discussed:  

· Customizing the text labels that appear on the Patron Deposit Interface.

· Configuring the reasons you might decline or return a deposit.

· And modifying templates for the emails sent to patrons regarding their deposits.

What are your next steps?
· First, take the short quiz that begins on the next page

· And, for additional information about labels, reasons, and templates, see the Recommended Articles section where you launched this training session.

· Then, continue to the next training session in this series.
1.22 Quiz:  Patron Deposit Labels

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

	 
	The public instructions at the top of the page.  These are specific to the deposit’s destination collection and the patron’s user group.

	 
	The labels next to bibliographic metadata fields.

	X
	The messages that appear on the interface when a patron performs a task such as submitting or withdrawing a deposit.

	 
	The terms of use for digital deposits.

	 
	None of the above.


Feedback when correct:

Right!  

You can use the Patron Deposit Labels Code Table to edit messages that appear when a patron performs a task such as submitting or withdrawing a deposit.  

Public Instructions are edited via Deposit Profiles.

Labels next to bibliographic metadata data fields are edited via Dublin Core forms.

Terms of Use are edited via the Terms of Use editor.

Feedback when incorrect:

You can use the Patron Deposit Labels Code Table to edit messages that appear when a patron performs a task such as submitting or withdrawing a deposit.  

Public Instructions are edited via Deposit Profiles.

Labels next to bibliographic metadata data fields are edited via Dublin Core forms.

Terms of Use are edited via the Terms of Use editor.

Notes:

Correct (Slide Layer)
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Incorrect (Slide Layer)

[image: image38.jpg]Pat abels

Depo:

You can use the Code Table for Patron Deposit Labels to edit text on
the Patron Deposit Interface. But, some interface text is edited
elsewhere. Which of the following types of text are edited via the
Patron Deposit Label Code Table?

The public instructions at the top of the page. These are

SPEC you can use the Patron Deposit Labels Code Table to edit
USeT messages that appear when a patron performs a task such
as submitting or withdrawing a deposit.
The
« Public Instructions are edited via Deposit Profiles.
- e « Labels next to bibliographic metadata data fields are
perf edited via Dublin Core forms.
of Use are edited via the Terms of Use editor.

The .C

Continue |





1.23 Quiz:  Deposit Return and Decline Reasons

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

	 
	On Approve Deposits workbench, in the list from which staff choose the reason for returning or declining a Patron Deposit.  

	 
	In the emails sent to patrons when their Deposits are returned or declined.

	X
	Both of the above.

	 
	None of the above.


Feedback when correct:

Right! 

The Description field for Patron Deposit Return Reasons and Patron Deposit Decline Reasons appear in two places:

On Approve Deposits workbench, in the list from which staff choose the reason for returning or declining a Patron Deposit. 

In the emails sent to patrons when their Deposits are returned or declined.

Feedback when incorrect:

The Description field for Patron Deposit Return Reasons and Patron Deposit Decline Reasons appear in two places:

On Approve Deposits workbench, in the list from which staff choose the reason for returning or declining a Patron Deposit. 

In the emails sent to patrons when their Deposits are returned or declined.

Notes:

Correct (Slide Layer)
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Incorrect (Slide Layer)
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1.24 Quiz: Patron Deposit Templates

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

	X
	SUBMIT

	X
	WITHDRAW

	X
	APPROVE

	 
	REDUCE

	X
	DECLINE

	 
	RECYCLE

	X
	RETURN

	 
	REUSE


Feedback when correct:

Right!  You can customize the following types of Patron Deposit Templates:

SUBMIT

APPROVE

DECLINE

RETURN

WITHDRAW

REDUCE, RECYCLE, AND REUSE are three ways to protect your environment.

Feedback when incorrect:

You can customize the following types of Patron Deposit Templates:

SUBMIT

APPROVE

DECLINE
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1.25 Thank You!

[image: image45.jpg]Thank You!

Visit the Ex Libris Knowledge Center
http://knowledge.exlibrisgroup.com





Notes:

Thanks for joining this session!
1.26 About this Training
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