Step 1:

Log in to Lesesne Gateway and click Portal Admin.

Step 2:

Choose Manage Targeted Announcements

« Backto

Classifieds Tab

Portal Administration

Available Options:

Announcements

Content Channels
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Step 3:

Choose the Capacity for the
Announcement. (Note: You will
only see the Roles for which you  fivery pate,
have given posting privileges.) e

Capacity: | All Capacities
All Capacities

list above

Role = Campus-Announce

Step 4: - &

E-mail Groups

Click New Announcement.

I New Announcement I

Channel E-mail? Wireless?
Campus No No

Refresh List




Step 5:

Add Content to your Announcement. Your Subject Line will be the text seen

from the Home Tab. Keep your content brief. You can add a hyperlink to
any website to share information that is more detailed.

Schedule New Targeted Announcement

Message Target
Workflow: b _ 9 2
ontent

Audience

Message Content: Please provide a subject and message for this announcement

Announcement Subject [mzaximum of 255 characters]

[Test - Subject is what they vill see in the Tab View of the Announcement I

Announcement Message:l Anncuncement Uses HTML VI

S|l |l % || % |

u 24l lpxiid £
Ela— | m—: |lieag
et | s =

ERE =

: Format |Nomal
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This space is for you to actually write the breif announcement or description of a lenger announcement. You have several
options in the tool bar above for writing your announcement.

You can type a websiteaddress to direct them to more detailed information: ex: ’-.-v»-'v'v-v'.citadeLedu|

Step 6:

Click Next.

| Next> | | Review | | cancel |

¥y




Step 7:

Refine Your Audience. Choose Refine Audience and click Refine
Audience.

Target Audience: Please identify the people who you wish to receive the message

Target Audience ntire Campus

® | Refine Audience |

( Role = public )
© Imported Group(s) Imported Group 1
Imported Group 2

Using Boolean Operators choose your targeted populations. (For more
instructions on how to use Boolean Operators, please see the Boolean
Operators section of the Targeted Announcements tutorial.)

I] arget Audience: Role = public

[# Capacity: Campus_Announcement_ITS

Change Target Audience
o AND

Rale = public Grouped Expression Evaluation Expression
AND Enrolled Courses
NOT Group Studio

OR Roles

User Attributes

*If you are sending an Urgent Announcement, choose Entire Campus.

Target Audience: Please identify the people who you wish to receive the message

T Audi
argetAudience (®) Ehtire Campus (using the Campus A ts Ch D]
Refine Audience | In your capacity as Role = Campus-Announce

( Rele = public )

Q Imported Group(s) Imported Group 1
Imported Group 2




Step 8:

CIle Next | Next > | | Review | | cancel |

Step 9:

Set the Time for your announcement by choosing a Delivery and Expiration
Date and Time. Several Month/Date/Year/Time formats are acceptable.
See the list to ensure you use an approved format.

rS'cheduIe New Targeted Announcement

. |Message
Workflow: | _=0-""

Delivery Options: Please specify how and when you want the message delivered

Delivery Destination
Campus Announcements Channel

Delivery Date and Time Available Date/Time Formats:
|3un 24, 2009 2:59:34 PM | 1: June 24, 2009 3:11:33 PM EDT

2: Jun 24, 2009 3:11:33 PM
Expiration Date and Time 3: 6/24/09 3:11 PM
(Announcement Channel only) 4: June 24, 2009

S: Jun 24, 2009

|3un 25, 2009 12:00 aM] | &: 5/24/09

Logging
(Currently Not Activated)




Step 10:
Click Next.

| Next > | | Review | | Cancel |

Step 11:

Review your message and click Schedule Announcement.

| <Back | | Schedule Announcement | | cancel |

Step 12:
Click OK.




Schedule New Targeted Announcement

Your announcement has been scheduled: (id=18) Please click on the OK button to continue.

Step 13:
Click Done.*

Logout

New Announcement

Wireless?
No

| Refresh List |

*Note: If you have more than one Announcement to schedule at a time, you can click
New Announcement again to start over the process of creating an Announcement.




To return to the Tab view, simply click Return to the Home Tab in the top left of the
Lesesne Gateway. You should see your Announcement right away (unless it is
scheduled to start at a later date and time.) If not, Log out and Log Back in, and your
Announcement will show in the Campus Announcements Channel.

Congratulations!

You have successfully sent a Targeted Campus
Announcement!




