
CA – Adding messages to message tab Version 1 02/02/23 

Centre Admin to create Messages for other users in their centre 

Centre Admins can create messages for the Messages tab for all users themselves. There is a new 

tab located in Home called My Centre’s messages

 

At the bottom of the page is an area where a new message can be added – Add new message. 

 

The 'activation date' will default to today's date but can be altered. 

The admin can set an end date, or tick the box to leave this field blank. 

We have included separate fields for the title, body and signature of the message. These fields are all 

be compulsory. Messages are easier for users to read and understand if they have a clear title, and 

information on who the message is from. 

The admin will be able to select one option per row for each user role in the table at the bottom. 

There are 'select all' options for ease of use. 
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Messages remain editable after they are saved, so admins can correct any details or mistakes if 

necessary.  

The admin will be able to open a message from the table by selecting Edit  

And click a box to cancel it. 

 

Clicking 'cancel' and saving will give a pop-up 'are you sure' message. 
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We have completed the first part of this development which is to build the function.  The second 

part will include the ability to add images to the messages too. 


