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Letters, Improved

• Improved Edit Letters Page
• Rich Text Letters, Editing & Formatting
• Adding Images & links etc. Into Letters
• Merge Fields
• Email Autofill
• Adding Recipients with the Envelope Icon
• Rich Text Letter Formatting for Non HTML Letters
• Letter Inventory 
• Correspondence History
• Shared Letters



Letters = Communication



Improved Edit Letters 
Page

What Letter is Who Getting and When?



Improved Edit Letters Page
• Can see clearly which 

roles and events each 
letter is set for.
• Can sort by Letter 

Purpose or Letter 
Family
• Can Add, Hide or 

Remove Letter 
Templates
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Improved Edit Letters Page



Rich Text Letters, Editing 
& Formatting

Personalise Your Communication!



Rich Text Letters, Editing & Formatting
• Using Rich Text Formatting and HTML in your letters allows greater 

customisation of your letter templates.



Adding Images & links 
etc. Into Letters

Further Customisation Options



Adding Images Into Letters
System Admin> Policy Manager> Edit Letters > Edit Image Files for Letters

• Here you can add/edit 
image files to include in 
letters.
• Editing an image file will 

update that image in all 
letters that contain it



Adding Images Into Letters
System Admin> Policy Manager> Edit Letters > Edit Image Files for Letters



Adding Images Into Letters
System Admin> Policy Manager> Edit Letters > Edit Image Files for Letters



Adding HTML into Letters

HTML can be used for:
• Inserting formatting (bold text, coloured 

text, etc.)
• Inserting images
• Deep Links display as text links in HTML
• %PENDING_ASSIGNMENTS_DEEP_LINK

%
• http://demosgg120/edmgr.com/l/asp?i=3328&1=L

KOLO vs Pending Assignments



HTML Help!



HTML Letters
System Admin> Policy Manager> Edit Letters



Merge Fields

Using Automatic Fields to Output Information in 
letters



Letter Content: 
Merge Fields
%System_Custom_Deep%

System Merge Fields and Custom Merge Fields:
• Pull in information about the submission and/or Authors
• Create your own custom merge fields
• Deep Linking Merge Fields

Merge as a link in letters:
• Brings recipient to locations in system
• Allows recipients to accept or decline invitations directly from 

email



Merge Fields: Creating Custom Merge Fields
Policy Manager > Email and letter policies > Create custom merge 
fields



Merge Fields: Creating Custom Merge Fields
Policy Manager > Email and letter policies > Create custom merge 
fields



Merge Fields - %Deep_System_Custom%



System Merge Fields Link in Edit Letters



Merge Fields – Example Email with Merge 
Fields & Deep Link



Merge Fields – Example Email with Merge 
Fields & Deep Link



Merge Fields – Deep Link Expiration
Policy Manager > Reviewer and Editor Form Policies> Reviewer 
Recommendation Policies> Set Pending Assignments Deep Link Expiration



Merge Fields – Deep Link Expiration
Policy Manager > Reviewer and Editor Form Policies> Reviewer 
Recommendation Policies> Set Pending Assignments Deep Link Expiration



Email Autofill

Coming Soon in v14.1!



Email Autofill for Ad Hoc Letters
• Coming in version 14.1.
• Provides an auto-complete mechanism that quickly identifies and suggests recipients, based on the characters 

typed by the user and the frequency with which addresses are used. 
• This will save the Editor from having to hunt elsewhere in EM for email addresses and to repeatedly type or 

copy/paste the same email address. 
• It should also reduce the number of manual typing errors.
• Available for the Ad Hoc from Editor and Ad Hoc from Publisher letter families. 
• To use Email Autofill, Editor and Publisher roles must have permission to send ad hoc email (in Role Manager).



Email Autofill for Ad Hoc Letters - Coming in version 14.1

• Similar behaviour to MS Outlook in providing 
email address suggestions. 
• Does not have to be user in EM or tied to that 

submission. 
• Each individual Editor/Publisher will have 

his/her own set of frequently used email 
addresses that builds over time.
• Once a user sends a letter to an email 

address, the address is added to a Suggested 
Recipient List for that user, which the system 
draws on later for the autofill function. 
• Users can remove addresses from their lists 

(helpful if a contact’s email address changes).
• Clicking the gear icon on the Customize Letter 

page opens a pop-up window, Manage 
Suggested Recipient List, where addresses 
can be selected and removed.



Email Autofill for Ad Hoc Letters - Coming in version 14.1

To Configure:
• No configuration is required, but letter settings must be configured to allow 

senders to enter free-form email addresses when customising a letter before 
sending (existing functionality). 
• Go to Policy Manager > Email and Letter Policies > Edit Letters. Any letter in 

the Ad Hoc from Editor or Ad Hoc from Publisher family may be configured to 
allow this feature. Click the Edit link next to the applicable letter.
• On the Edit Letter page, in the Recipient section, check the box next to 

“Display text box so sender can insert an email address.” 
• Additionally, in the Allow choice on Send Letter page check the settings (if 

desired) to display a text box for copied (cc and/or bcc) recipients.



Adding Recipients with 
the Envelope Icon

AKA A Quick Way to Send Ad Hoc Emails!



Adding Recipients with the Envelope Icon
System Admin> Policy Manager> Edit Letters



Adding Recipients with the Envelope Icon

• Added in 12.2.
• More convenient way to send ad 

hoc letters to people associated 
with a submission. 



Adding Recipients with the Envelope Icon



Adding Recipients with the Envelope Icon



Adding Recipients with the Envelope Icon
• To allow publications to set up a ‘blank’ letter template (no 

Subject, empty body) for ‘User Selects Recipient using    
icon’ letters, users are now able to save templates with an 
empty subject line. 



Adding Recipients with the Envelope Icon
To Configure –
• Ad hoc letters must either be in the 

‘Ad Hoc from Editor’ or ‘Ad Hoc 
from Publisher’ family to be eligible 
for use with this feature. 
• Each letter to be used with the   icon 

must be configured in ‘Edit Letters’ 
to use the recipient option ‘User 
Selects Recipient using    icon’. 
• The Editor or Publisher Role must 

have (existing) permission to ‘Send 
Ad Hoc E-mail’.
• The Editor or Publisher Role must 

have permission to send that 
particular Ad Hoc Email. 



Restrict Ad Hoc Emails to Certain Roles

• In Policy Manager > Email 
and Letter Policies > Edit 
Letters.
• For Ad Hoc From Editor and 

Ad Hoc From Publisher emails.
• Can select one or more (using 

ctrl & click) roles that can send 
the letter.
• Useful if vendors or suppliers 

have editor/publisher role as 
you can restrict ad hoc emails 
they can send.



Rich Text Letter Formatting 
for Non HTML Letters

Allows Customisation on an Ad Hoc Basis



Rich Text Letter Formatting for Non HTML Letters
System Admin> Policy Manager> Edit Letters>

Editor can choose to send HTML letter in interface 



Rich Text Letter Formatting for Non HTML Letters
System Admin> Policy Manager> Edit Letters> 



Rich Text Letter Formatting for Non HTML Letters
System Admin> Policy Manager> Edit Letters> 

Preview

Received 
Letter



Letter Inventory

Download a list of your letters & 
search letter templates



Letter Inventory
Reports> General Data Export> Letter Inventory
Shows letters as configured 



Letter Inventory
Reports> General Data Export> Letter Inventory



Correspondence History

See what has been sent



Correspondence History Table
Reports> General Data Export> Correspondence History
Shows what was sent

Search by date sent



Correspondence History Table
Reports> General Data Export> Correspondence History
Shows what was sent

Search by People ID (this ID was for Amie Author)



Shared Letters

Share letter templates and changes across 
multiple sites



Shared Letters

• To allow sharing of letter 
templates between multiple sites. 

• Designate a Master site and 
subscriber sites.

• Choose which letters are shared.

Master Site

Subscriber Site



Shared Letters – To Configure
To Configure: 
• On your chosen Master site 

– Admin Manager, 
Configure Shared Letters 
Management.

1.

2.

3.



Shared Letters – To Configure
• In Edit Letters on your 

Master Site, select which 
letters should be shared.
• Save Changes and Update 

Subscriber Sites.

4.

5.
• In Edit Letters on your 

Subscriber Site, select which 
letters should be replaced 
with a shared letter.



Questions?


