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

Printing Notices from your Library

The following notices will automatically be generated from the Millennium system on a daily basis and distributed to each library.
· Overdues (includes both first and second)
· Bills
· Hold Pickups
· Hold Cancellation

Autonotice Jobs wil display in Millennium Notices Mode along with your Paging Slips and List.  PLEASE DO NOT EDIT OR DELETE THESE NOTICE JOBS OR YOUR DAILY NOTICES WILL NOT RUN.   Please only run your Paging Slips or Paging Lists.
 (
Autonotice
 Jobs
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At 6:00am eaach morning the autonotice jobs will run and be FTP’d to a Notices folder your P:\ Drive
It is possible that you won’t receive a file each day for each type of notice.  Do not be alarmed.  Sometimes there aren’t any notices at all or sometimes there may just be email or TNS notices.  eiNetwork staff will be monitoring the notice jobs to ensure that they are running correctly.

1. Open MS Word and click on the Notices Folder in your P:\ drive.  

2. If you see nothing in the folder be sure to choose ‘All Files’ at the bottom of the dialog box (see picture below).




3. Click on the ‘Views’ button on the right side and choose ‘Detail View.’
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4. Click on the ‘Date Modified’ column two times so that the most recent dates are at the top of your screen.  This will ensure that you wiil open the most recent notices.  Each notice will have a specific name and a date associated with it such as MN_Overdues (date format 080917=Year/Month/Date).

5. Double click on the file name.

6. Go to ‘Page Layout’ on the toolbar.

7. Choose ‘Margins’.
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8. Choose ‘Narrow Margins’.

9. Print the file.

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

11. Follow steps 1-8  for each type of notice.

12. Delete your files after  1-2 weeks to ensure that you don’t lose any.  If your file is deleted, it will be difficult to recover.  However, too many files could cause confusion.  You may wish to put old files into a separate folder.

13. Notices will run Sunday through Saturday.  If you are closed on certain days or don’t plan to print your notices every day, you will still have files for those days and may need to print double the amount the next day that you are open.  For example, if you are closed on Sunday, then Monday morning you will print up to 4 sets of notices from Sunday and up to 4 sets of notices from Monday.  

 (
Note the different dates.
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14. It is important for you to get your notices out in a timely fashion.  Once your auto notice jobs are created and you begin to print notices from your library, the eiNetwork will not be printing any notices for you .  

EXCEPTION:   the eiNetwork will be sending,  through email, a word document with all unsuccessful TNS print notices.  They will come in the same format as all of the other notices and you can print out your library’s notices and send them along with the others.

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.  Follow steps 5-7 to ensure correct formatting.
2.  You have no notices for today.
It is possible that there were no notices.  You may not see all types of notices every day.  Einetwork staff is monitoring the system to ensure that everything is running correctly.  
1
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