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   1. User Management: Contact Information Pop-Up and Delete User Policy
   =====================================================================
   1.1 User Management: Contact Information Pop-Up and Delete User Policy
   ----------------------------------------------------------------------
   
   Notes:
   Hello, in this session will cover two topics related to User
   Management:
   The Contact Information Pop-Up and Delete User Policy.
   1.2 Contact Information Pop-Up
   ------------------------------
   
   Notes:
   In this session, we’ll cover two unrelated topics relating to user
   management:
   Configuring the Contact Information pop-up
   And the Delete User policy
   After a session review, there will be a short quiz to test your
   knowledge.
   1.3 Contact Information Pop-up
   ------------------------------
   
   Notes:
   In various places in Alma, you will see a User Information Icon
   appearing next to the username.
   Clicking on the Icon opens the Contact Information pop-up, displaying
   additional user information.
   In this example: Name, ID, Home and Office addresses, Email, and
   telephone.
   To enhance user privacy, you can configure exactly which user details
   appear in the pop-up.
   1.4 Configure the Pop-up
   ------------------------
   
   Notes:
   To configure the Contact Information pop-up, go to Alma Configuration
   > User Management > Contact Information Pop-Up.
   1.5 Enable and Disable Fields
   -----------------------------
   
   Notes:
   And here you can enable and disable the fields that appear in the
   pop-up. You may only choose from the fields that are offered in this
   menu.
   Note, that by default the rows are locked for editing, so if you want
   to edit a row you may need to first click Row Actions > Customize.
   Only then will you be able to enable and disable the field.
   Also note that most fields appear twice: once for Public, and once for
   Staff users. So you can configure, for example, the Email field to
   appear for staff users, but not appear for public users.
   And final note: Pop-ups that appear from a borrowing or lending
   request are static and are not customizable.
   When done, click Save.
   1.6 Delete User Policy
   ----------------------
   
   Notes:
   Our second topic for this session is Delete User Policy, when and how
   users are deleted from Alma.
   1.7 Conditions for Deleting Users
   ---------------------------------
   
   Notes:
     * 
       As a general rule, you can delete users in Alma if they have:
       no balance due on their account
       no outstanding loans
       no assigned PO lines, POs, or invoices
       no locked bibliographic records
       and no assigned import profiles
   1.8 Purge User Records
   ----------------------
   
   Notes:
   User Records which have a purge date that has passed are deleted via
   the Purge User Records Job, available under Alma Admin Menu > Purge
   User Records.
   1.9 Add a Purge Users Job
   -------------------------
   
   Notes:
   To add a Purge User Records Job, click Add Job.
   Enter the Job Details:
   Number of Days after Purge Date: this is the grace period to keep the
   user record after its purge date. By default this value is 0, meaning
   the record will be purged on the purge date. Users with no purge date
   will not be purged by this job.
   User Record Type: Which type of user records will be purged by this
   job: All, Contact, Staff or Public.
   User Group: Limit this job to users of a specific user group.
   Waive threshold: the amount owed by the user (in local currency) that
   is ignored when purging users. If a user owes a total amount of fines
   and fees that is more than this value, the user is not purged. The
   default is 0.
   When done click Add and Close. You will be prompted to confirm, as the
   deletion Job is irreversible.
   1.10 Job Added
   --------------
   
   Notes:
   The job has been added and is set to run once immediately. The status
   column will let you know when the job is done, and you can view the
   details under Row Actions> View.
   1.11 Delete User Policy
   -----------------------
   
   Notes:
   So what happens to the purged records?
   You can set a Delete User Policy to control what happens when user
   records are purged.
   This is done under Alma Configuration > User Management > Delete User
   Policy
   1.12 Select a Policy
   --------------------
   
   Notes:
   Here you can select one of three policies; each one results in
   deleting more information than the last, so select the policy with
   care:
   Keep Fully Reportable - The user's status is Deleted; all requests are
   canceled, and the user identifier is deactivated. The rest of the
   user's data is retained in the system.
   Keep Statistics - The user's statistical data is retained: that is,
   all non-identifying statistical data, (such as the user group and job
   category) are retained, as well as data on the Statistics tab. The
   primary ID is copied into the last name. All other data is deleted.
   Note that user data may already be anonymized.
   Fully Remove - All user data is removed, including statistical data.
   Click Save and Execute. The policy you select will immediately be
   applied to users already removed, so if for example your previous
   policy was Keep Statistics, and now you’ve chosen Fully Remove, the
   statistical data of previously deleted users will be erased by this
   action.
   1.13 Manually Delete a User
   ---------------------------
   
   Notes:
   Finally, you can manually delete a specific user from the Manage Users
   page, if that user satisfies the conditions outlined earlier such as
   having no outstanding loans.
   Go to Admin Menu > Manage Users, and click Row Actions > Delete for
   that user.
   You may be prompted to waive the user’s fines and fees before
   deletion.
   Manually deleted users are fully removed from the system regardless of
   your Delete User Policy; there’s no option to keep them fully
   reportable or keep their statistics.
   1.14 Delete User Policy
   -----------------------
   
   Notes:
   That concludes the main portion of this training session. Let’s
   briefly review what was covered and then proceed to a short quiz.
   1.15 Session Review
   -------------------
   
   Notes:
   In this session we:
     * 
       Saw how you can configure which fields appear in the contact
       information pop-up, which is displayed in several places in Alma
     * 
       We then saw how to run the Purge User Records job, which deletes
       users who have passed their purge date.
       The job can be configured to purge only users of a certain type or
       group.
       Finally we saw how to configure what happens to Users who are
       deleted, via the Delete User Policy.
       Deleted users can be either fully reportable, kept for statistics,
       or fully removed.
   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, you can continue on
   to the next training session in this series.
   1.16 Quiz: Contact Information Pop-Up
   -------------------------------------
   (True/False, 10 points, 1 attempt permitted)
   
   Correct
   Choice
   True
   X
   False
   Feedback when correct:
   The correct answer is False. Different user-information can be
   displayed on basis of User Type (Staff, Public, and Contact), but not
   based on User Group. So you can have different pop-ups display for
   staff vs. students, but not for students vs. other students.
   Feedback when incorrect:
   The correct answer is False. Different user-information can be
   displayed on basis of User Type (Staff, Public, and Contact), but not
   based on User Group. So you can have different pop-ups display for
   staff vs. students, but not for students vs. other students.
   Notes:
   Correct (Slide Layer)
   
   Incorrect (Slide Layer)
   
   1.17 Quiz: Delete User Policy
   -----------------------------
   (Multiple Response, 10 points, 1 attempt permitted)
   
   Correct
   Choice
   X
   The users do not have a purge date.
   Your Delete User policy was set to Keep Statistics
   X
   The Purge User Records job was set to delete only Public users, and
   not Staff
   X
   The users all have outstanding loans
   The users all still had Job Categories assigned to them
   Feedback when correct:
   The correct answers are the 1st, 3rd, and 4th. In order to be deleted,
   users must have an expired purge date, and no outstanding loans. The
   job also has to cover their user record type, but it is oblivious to
   their job category. A Delete User Policy of Keep Statistics still
   deletes user information, and only keeps statistical data.
   Feedback when incorrect:
   The correct answers are the 1st, 3rd, and 4th. In order to be deleted,
   users must have an expired purge date, and no outstanding loans. The
   job also has to cover their user record type, but it is oblivious to
   their job category. A Delete User Policy of Keep Statistics still
   deletes user information, and only keeps statistical data.
   Notes:
   Correct (Slide Layer)
   
   Incorrect (Slide Layer)
   
   1.18 Thank You!
   ---------------
   
   Notes:
   Thanks for joining this session!
   1.19 About this Training
   ------------------------
   
   Notes:
   1 (Slide Layer)
   
   2 (Slide Layer)
   
   3 (Slide Layer)
   
   4 (Slide Layer)
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