SETTING Up THE CALENDAR

1. In Circulation, click the Tools menu, then choose Schedule.
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2. Click the “Holidays & Exceptions” tab.

A. Click the
“Add”
button to add
days that you
will be closed
to your

calendar B. Click the drop-

down to access the
calendar & set the
correct date. Note
that it will add dates
in sequence, so if you
have to add several
daysinarow (asina
long vacation), you
just need to keep
clicking “Add.”

C. If you like, you can
add a description for
that holiday.



3. Finally, set your “last day for dates due” — otherwise known as a “global recall.”
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B. Click the
drop-down to
access the
calendar & set
the correct date.

C. If you like,
you can add a
description.

D. Click OK to
finish.



