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Working with the Announcements App 

ANNOUNCEMENT APP OVERVIEW 

 
The Options ribbon on the right side of the app allows you to give the App a name and display the name above 
app content on the webpage where the app is placed. 

The New Announcement button allows you to create an announcement. 

The Sort Announcements button allows you to organize the announcements in the order you want them to 
appear on the webpage. 

The Status of an announcement can be switched from Active to Inactive by clicking either to the left of an 
Announcement title. The status Expired appears when the announcement has reached the end date that was set 
in the Display Duration tab of the announcement. 

To edit an announcement, you can click the announcement title or the Edit button under Actions. Click Delete 
under Actions to remove an announcement. 
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ADDING A NEW ANNOUNCEMENT 

Announcement Tab 

1. In Site Manager, navigate to the Homepage and click the editable Announcements app in Region B. 
2. Click New Announcement. 
3. Add a title under Announcement Title. 
4. Under Announcement, insert a horizontal line first by clicking the Horizontal Line tool (Looks like a line. 

Name of each tool appears when you hover over it with the mouse). This separates announcements 
visually for site visitors when more than one announcement is posted at a time. 

5. Type something like “Posted” or “Post Date” and the date in this format: MM/DD/YYYY. 
6. Type your announcement. It should be succinct. Include important dates and general information. If 

necessary, link to details in a calendar post or other webpage on the site. You can also link to and upload 
a PDF file by clicking the Insert File tool. 

 

Display Duration Tab 

On the Display Duration tab, you can schedule a Start Date and Time and an End Date and Time. Once you have 
set the date and times to start and end your post, click Save. 
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Advanced Tab 

The Advanced tab allows you to configure your image to be shared on social media. There is a place for an image 
to be uploaded and a link you can use for your posts. You should shorten this link using a tool like bitly.com or 
erase after the site recognizes the content and the image. 

 

Viewers Tab 

Assigning a User (individually) or a Group will hide the announcement from all public views. The assigned users 
or groups will have to sign in to see the announcement. 

 


