Indiana University Libraries, Customer and Access Services Department

To:

Circulation/ILL/Reserve Staff

From:

Randy Lent

Date:

Wednesday, February 20, 2002

Subject:
publicity, procedure, and fact sheet documents for email delivery of circulation notices

Customer “fact sheet” detailing issues to be considered in electing to have e-delivery of circulation notices

· Why would I elect to receive email notification?  Because you will receive your circulation notices much faster than through paper mail.  Another plus is that as long as you have access to your e-mail, you have access to your circulation notices.  Even if you are away from campus for a break, sabbatical, etc., you will still have timely access to your circulation notices!

· Are there any other “perks” in having email notification?  Yes!  We hope to be able to begin offering courtesy notices to those customers who elect to have email delivery of their circulation notices.  Courtesy notices are sent before an item becomes due, to remind the customer to renew or return the item before incurring overdue fines! 

· What is the format of the email notices?  The format will be the same as the printed notices you presently receive.  For example, just as we currently send one printed overdue notice on a given day, which lists all the items that became overdue on that day, you would receive one email overdue notice listing all of the overdue items for that day.
· What are my responsibilities if I elect to have email notification?  They are the same as if you were to continue to have paper notification.  You must read and respond to your notification in a timely manner.  Just as you are required to open and read your paper notification in order to be a responsible library user, you must likewise read and respond to your e-notification.  Failure to read and respond to your official library notification, paper or email, does not absolve you of your borrower responsibilities.  

· Can I get both paper and e-notification?  No, where it is possible for us to send e-notification, we will not also send paper notification to users who elect to use the e-notification option.
· Why can’t I get both?  The libraries have taken this position in order to save the costs associated with printing, folding, stuffing, and mailing paper notification.  This way it is a win-win situation.  You get notification faster, plus the ability to receive courtesy notices…and we save resources that we can invest in improving other services!
· Will all my circulation notices be delivered via e-mail?  We plan to reach this goal over time.  We will use a phased implementation of the various notice types.  We plan to begin with recall notices, and to phase in other types of notices (overdue, courtesy, available/pickup) as resources permit.  Additionally, we will begin implementation with the IUB Main Library and the IUPUI University Library.  Once these pilot libraries have ironed out the inevitable wrinkles, other IU Libraries may implement e-delivery of circulation notices at their option.  We fully anticipate a mixture of delivery methods from the IU libraries state wide, for some time.   
· Can I use any e-mail address I want?  No, if you are faculty, staff, or a student you must use your official IU email address (anybody@indiana.edu) or (anybody@iuk.edu), etc.
· What if I would rather have my mail go to my “hotmail” account?  This is possible.  University Information Technology Services has made provision for users to forward their “official IU email address” to another email account of their choosing. 

· How do I do this?  All campuses except IPFW, use one of the two URLs below to effect a forwarding order: 

https://iuaccts.ucs.indiana.edu/cgi-bin/par/
https://iupui-accts.iupui.edu/common/forward.html 

Faculty, staff, and students on the IPFW campus should use the URL below to effect a forwarding order:


http://holmes.ipfw.edu/cgi-bin/forward.cgi 
· What if I forget to un-forward my e-mail when my situation changes?  Just as it is your responsibility to keep the Faculty Records, Human Resources Management, and/or the Registrar informed of your correct campus and federal mail addresses, you are responsible for the effective and timely management of your e-mail address and the UITS forwarding functionality.
· Can I have my proxy’s or my secretaries email address put in my record so they can manage my library correspondence?  No, this should be accomplished through the UITS forwarding utility.
· If I give you my email address will you use it for other purposes or supply it to other people?  No, we are requesting your email address for the delivery of circulation notices.  Its use will be limited to official library business and it will not be provided to anyone for use beyond this stated purpose.  
· I still have questions, what should I do?  Speak to a staff member at the circulation desk.  If we haven’t anticipated a particular situation or question...we will get back to you.  We are breaking new ground…and we will refine our services as we encounter new questions or challenges.
·  You have convinced me…what do I need to do?  In anticipation of this new functionality, we are presently keying e-mail addresses into the borrower records of interested customers.  If you are interested in having email delivery of your circulation notices, speak to staff at the circulation desk.

2-20-02/R Lent

In the near future we will be able to deliver your circulation notices via email!

 In anticipation of this new functionality, we are presently keying e-mail addresses into the borrower records of interested customers.  If you are interested in having email delivery of your circulation notices, speak to staff at the circulation desk!
2-20-02/R Lent

Indiana University Libraries, Customer and Access Services Department

To:

Circulation/ILL/Reserve Staff

From:

Randy Lent

Date:

Wednesday, February 20, 2002

Subject:
procedure for inputting customer email addresses for e-delivery of circulation notices

· Each customer may have one e-mail address

· Email address must be keyed into the email address field on address 1

· The email address must be complete.  For example: anystudent@indiana.edu for affiliated borrows or anybody@hotmail.com for nonaffiliated borrowers.

· I have been informed that it is “safest” to input all elements of email address in lower case. 
· By policy, which will be strictly enforced, all “IU” faculty, staff, and students must use their official IU email address.  For example a faculty member at IPFW must use their official IPFW email address.  Likewise, an undergraduate at South Bend must use their official IU South Bend email address.  This is true even if the individual has a “private” e-mail address that they would rather use.  In such cases, the individual must use a UITS “forwarding utility” to forward their official address to another address of their choosing.  Compliance with this policy will be closely monitored, and violations will result in deletion of the email address entry. 
·  All campuses except IPFW, use one of the two URLs below to effect a forwarding order: 

https://iuaccts.ucs.indiana.edu/cgi-bin/par/
https://iupui-accts.iupui.edu/common/forward.html 

Faculty, staff, and students on the IPFW campus should use the URL below to effect a forwarding order:

http://holmes.ipfw.edu/cgi-bin/forward.cgi  

· Questions/comments/concerns?  Don’t hesitate to contact me!  (lent@indiana.edu or 812 855-8249)

Indiana University Libraries, Customer and Access Services Department

To:

Circulation/ILL/Reserve Staff

From:

Randy Lent

Date:

Wednesday, February 20, 2002

Subject:
supplemental information regarding the policy to use “official” email addresses for affiliated borrowers and how additional information and documentation on how to forward an “official email address” to a preferred email account

· Randy:  Dennis McGreer of the UITS Library Team provided the following information and documentation on how to forward an “official email address” to a preferred email account:

Here are relevant web pages to reference for changing one's IU email to a preferred email.

Knowledge Base Entry: http://kb.indiana.edu   

How can I forward my mail to an address outside of Indiana University?

To forward your mail to an account outside of IU, you can change your preferred address to that outside account. This will ensure that any mail addressed simply to your username@indiana.edu or username@iupui.edu address will be sent to the account where you're reading mail.

Here's a brief synopsis of what you need to do (more detailed instructions are provided below):

   1.Select the one outside account where you'll read mail. This will be your preferred address. Make sure that there is no forward set on that account. 

   2.Use the IUB Preferred Address Registry or the IUPUI Virtual Post Office to notify the IU mail servers that any mail addressed to username@indiana.edu or username@iupui.edu   (where username is your username) should be delivered to your preferred address. 

   3.Forward all of your IU accounts, including the IU account that was your preferred address, to username@indiana.edu or username@iupui.edu   (where username is your username). 

     Note: If you have an Exchange account, it should be forwarded to username@mail-relay.indiana.edu or username@exchange.iupui.edu  

Warning: The changes you make to the UITS Preferred Address Registry and Virtual Post Office do not take effect until 4am the next day. Until these changes are made, mail sent to you at username@indiana.edu or username@iupui.edu  (where username is your username) will continue to go to your previous preferred address. To avoid creating a mail loop, you should take one of the following measures:

===snip===

https://iuaccts.ucs.indiana.edu/cgi-bin/par/ for Bloomington

https://iupui-accts.iupui.edu/common/forward.html for IUPUI

My understanding is that other campuses use either BL or IUPUI.  There are many helpful documents about managing ones email addresses on the knowledge base.

Hope this helps.

--Dennis    

· Randy:  Phyllis Davidson sent the following email regarding the policy to use only “official IU email addresses” for affiliated borrowers:

 -----Original Message-----

From: 
Davidson, Phyllis J  

Sent:
Wednesday, January 30, 2002 1:08 PM

To:
McGreer, Dennis M; Steele, Patricia Ann; Schmidt, Steven J.; Lent, Randall Lee

Cc:
Charbonneau, Gary; Anspach, Spencer M; Figg, Lisa L

Subject:
RE: Question from WGC Meeting

As far as a policy regarding which e-mail to use, I thought we discussed this at the last CHL, but if not, I’ll bring it up on the 15th of February.  The official university ID has an e-mail associated with it.  We just need to be sure that people understand how to forward their university e-mail to an outside provider; instructions in KB.

Thanks,

Phyllis

Phyllis H. Davidson

Director of Information Technology

Indiana University Libraries

1320 E. 10th Street

Bloomington, IN 47405

Phone:  (812) 856-4834

Fax:  (812) 855-2576

e-mail:  pdavidso@indiana.edu
Indiana University Libraries, Customer and Access Services Department

To:

Circulation/ILL/Reserve Staff

From:

Randy Lent

Date:

Wednesday, February 20, 2002

Subject:
When will we begin sending email notification, which notification will we send, and how can my library participate?

· Presently we will begin to input email addresses for users who wish to use the e-notification option.  Libraries may participate in this process or not…at their option. 
· Implementation of e-delivery will begin with the IUB Main Library and the IUPUI University Library in late-March (after spring break).  Basically, Steve and I are the guinea pigs!  Once any wrinkles are smoothed…other libraries may opt in if they desire.
· When a library has a particular report set up to be delivered via e-mail, the notice is sent by the server in the middle of the night when the “day end” processing occurs.  The next morning only notices for users that do not have email addresses are in the “report output”, and they can be printed and mailed like we have historically done.    
· Interested libraries should send an email to Randy Lent (lent@indiana.edu).  This note should include at least one (and may include several) email address for the accounts of those persons who will receive any replies that customers may send in response to an e-notification.    
· Randy will develop a list of libraries (in order received) to be queued up for implementation.  The UITS Library Team will “program” from this list as staff resources permit.  Libraries will be phased in as programming is completed.  Everyone will not come up on the same day, but rather the approach of programming and implementing libraries over a period of days or weeks will be used.    
· What reports are to be email enabled?  Note that libraries may elect to implement or not implement any or all of these e-reports as they choose.    Here is the preliminary plan:
· First we will go with recall notices.  I anticipate the fewest problems with this particular report.  

· Second we will go with overdue notices (we will need to programmatically split out final notices (as these should never be sent to users) before we can proceed).

· Third we will go with courtesy notices.  I will need to develop a text and get it approved.  We may run with courtesy notices before overdue notices if the "final notice solution" proves time consuming.

· Last we will go with available notices (pickup notices).  I anticipate a need to review these notices before they are emailed.  Spencer, Dennis, and I had brief discussion some time back about this issue and Spencer had some good ideas on how we might approach this problem.
