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Click “Create a notice” this is at the top right hand side of the page.
If you’re not already logged in you will be prompted to choose a booking type,  

please select Funeral Directors.

Then you can log in using your email and password.
If you are already a customer you can log in

with your usual details. A password reset may be required.

How to log in



Create your notice - begin by telling us the name, d.o.b and d.o.d of the deceased.   
You can use the calendar to select the relevant dates or type them into the boxes provided.



Tell us what you want the notice to say - type or paste in the words for the notice.



Add a photo - notices with photos are likely to receive more visitors online.
1:  Click ‘Add Photo’ to add a main image for the notice.

2:  Select ‘Edit Image’ to crop the image.
3: Click ‘Add another image’ to add up to 5 images. 



1:  Relationship - Always select Funeral  
Arrangements/Funeral Director.

2:  Home Town/Notable Locations - Add up to five lo-
cations that were important to the deceased. The more 
locations you add here will help the notice appear in more 
searches.

3:  To choose a home town, click on the pin to the left. 
 The green house symbol lets you know which location will 
be set as the home town. 

Relationship and Home Town



Donations & Additional Information

If donations are mentioned in the notice, the booking  
system will auto-select the chosen charity.  You can also 
search for the charity by typing the name or registered 
charity number into the search box.

You can add a specific Branch or Ward of a charity and have 
the option to add multiple charities.

The additional Information section will auto-populate with 
the information on your account - this is to ensure emails 
about the donations received will go to the correct place. 



How the notice will look after publication



Tell us when you would like to publish the notice



Confirm the details and request an email be sent to the  
family notifying them when the notice is published



1:  Check the details of the notice.
2:  Enter your discount code into the ‘Promotional code’ box and press ‘Apply’.
3:   Select the star to set this notice as your favourite, making it easier to book your next notice.
4:  Enter the reference number you are using for this client.
5:  Choose to place another notice or submit this notice for publication by pressing ‘Payment on Account’.  
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Confirm the details in the basket
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