Millennium Circulation – Release 2007 (MS Word 2007)                              	Decentralized Notices

Printing Unsuccessful TNS Notices from your Library

The Unsuccessful overdues and hold pickups  will automatically be generated from the Millennium system on a daily basis and sent to each library in an email from ilsadmin@einetwork.net.

1. Open the email from ilsadmin@einetwork.net entitled Unsuccessful TNS overdues XX/XX/XX (today’s date) and Unsuccessful TNS hold pickups XX/XX/XX (today’s date).

2. Right-click on the attachment and choose Save Target As…
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3. Save it in the Notices Folder in your P:\ drive.  

4. When you see this dialog box click on Open.
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5. 
This file includes all libraries’ unsuccessful TNS notices.  Scroll down to find your library’s name.    When you have found your first notice, click on that page somewhere with your mouse.  Look in the lower left corner of your document to find out what page number you are on.  Go to the last notice with your library’s name on it and do the same thing. 
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6. Go to your Office button and hover over Print and choose Print
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7. In the page range section choose Pages:  and enter the pages you wish to print (e.g. 4-8).
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8. Click OK to print the file.

9. You may print on plain paper and use #9 window envelopes or you may print on U-seal self sealer forms.   

10. Notices will be sent to your email account Monday through Saturday.   

11. It is important for you to send your notices out in a timely fashion.  



Troubleshooting
1. Your Notices are printing with weird margins and everything is shifting down the page.   
· You need to set your margins to Narrow Margins.  Using the document entitled ‘Printing Notices from your Library’, follow steps 5-7 to ensure correct formatting.

2. In step 4 the notice is opening in notepad or WordPad. 

· Close the file.  Do not save it.

· Open MS Word.  

· Navigate to your Notices folder in your P:\ drive.  Find the file called unsuccessful_tns_overdues and/or  unsuccessful_tns_holdpickups with today’s date and double-click on the file to open it.  

· Double click on the file name.

· Go to ‘Page Layout’ on the toolbar.

· Choose ‘Margins’.

· Choose ‘Narrow Margins’.

· Follow steps 5-9.
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YourNotices are printing with weird margins and everythingis shifting down the page.

Click on the ‘Date Modified” column twotimes so thatthe most recent dates are at the top of your
screen. Thiswill ensure thatyou will open the most recent notices. Each notice will have a specific
name and a date associated withit such as MN_Overdues (dateformat 080917=Year/Month/Date).

Double dlickon the file name.

Thisfile includes alllibraries’ unsuccessful TNS notices. Scroll down to find your library’s name.
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Printthefile.

Youmay print on plain paperand use #9 window envelopes oryou may print on U-seal seff sealer
forms.

Notices will be sent to you Monday through Saturday.
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