
2. Click ‘Notices & slips’ on the left 

 

3. Click ‘New Notice’ 

1. Click ‘More’ > ‘Tools’ on the top bar 

4. Fill in these fields 

For now, we’re just adding everything to the (All libraries) pool of 

notices, this may change in the future to tidy things up. 
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5. Create message body 

You can select items from the 

box on the left and insert them 

into your message with the >> 

button.  This is how the system 

pulls the data from the database 

and plugs it into your notice. 

The easiest way to set these up 

is to look at another library’s 

notice, copy and paste the text 

into your notice, and adjust so 

that it works for you. 
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