
 
 

 

Posting a Targeted Announcement: 

 

 

 

Step 1:  

Log in to Lesesne Gateway and click Portal Admin.  

 

 

 

 

 

Step 2: 

Choose Manage Targeted Announcements 

 

 

http://lesesnegateway.citadel.edu/


 
 

 

 

 

 

Step 3:  

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

 

 

 

 

 

 

Step 4: 

Click New Announcement. 

 

 

 

 

 

 

 

 



 
 

 

 

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. 

 

 

Step 6: 

Click Next.  

 

 



 
 

 

 

 

 

Step 7: 

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

 

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.) 

 

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

 



 
 

 

 

 

 

Step 8:  

Click Next. 

 

 

 

 

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.  

 

 

 

 



 
 

 

Step 10: 

Click Next.   

 

 

 

 

 

 

 

Step 11: 

Review your message and click Schedule Announcement. 

 

 

 

 

 

 

 

 

 

Step 12: 

Click OK.  



 
 

 

 

 

 

 

Step 13: 

Click Done.* 

 

 

 

 

 

 

 

 

 

 

*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! 

 


