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Facility Management Messages Screen            Updated on March 2018 

 

Home > Facility Management > Messages > New Message 

 
Business Purpose: 
 
The Facility Management – New Message page allows the user to create a new 

message or update an existing active message. 

 

How to: 
 

1. From the Facility Management screen, click the name of the Facility you want to 
view will take you to the Facility Details (General) page.  Then click on the 

Message option in the left navigator. 

 

 
 

2. Click on the  action button to create a new facility message and Facility 
Management – New Message detailed screen will be displayed. 

 

 
 

3. Select Expiry Day from the calendar icon  and Expiry Time from the 

dropdown lists. 
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4. Select Message Type from the dropdown list. 

 
5. Enter Message in the textbox field. 

 

6. Click on the  action button to save the facility message. 

 

 
 

7. Click on the  action button to go back to the Message Listing. 

 

8. Click on the  action button to go back to the Facilities listing. 

 

9. Click on Edit to edit an existing active Facility Message. Enter and save all the 

updates by clicking the  action button. 
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Important Notes: 
 
1. All fields are mandatory. A message box is displayed when user tries to save 

an empty field. 

 

 
 

2. An error message is displayed when Expiry day and Expiry time is earlier 
than current system date/time. 

 
 

 
 


