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An Overview 
The Announcements tool notifies site participants of current activities, events, and items of 
interest. For example, meeting times and locations and important changes in deadlines can be posted 
for the site members. Web page URLs, text documents, photos, and other items can be attached to 
your announcements.  
 
This tool offers many important features.  
• Filtering: You may opt to display all announcements, publicly posted announcements, or 
announcements posted to individual groups.  
• Sorting: You may sort announcements by subject, sender, access or date.  
• Attachments: You may attach multiple items to a single announcement. Attached items can include 
text documents, media files, URL links, photos, and other objects.  
• Saving a Draft: You may save an announcement as a draft before sending it to site participants.  
• Notification Options: You may automatically send announcements via email to all site participants.  
• Aggregation: In My Workspace, the CLE automatically collects and displays announcements from 
all sites of which you are a member.  
• Merging: In any group site you own, you may merge announcements from this site with those of 
other sites you own.  
 
Adding an Announcement 

1. Click the word Announcements in the home menu on 
the left side of the screen.  

2. Then Click on Add.   

 
 
 
 
 

3. Provide a title for the 
announcement.  This will be 
displayed on the home page 
of the site. 

4. Add the text for the 
announcement to the Body.  
When copying and pasting to 
the text box make sure you 
use the Paste from Word 
icon on the toolbar.  This 
preserves formatting. 
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5. Determine who can view the announcement and the length of time it will be available.   

 
 
 
 
 
 
 
 
 
 
 
 
 

 
6. Add Attachments such as documents, 

other files, or urls to the 
announcement.  

7. Set Email Notifications to reflect 
who will receive an email and Add Announcement.   Note:  You may also choose to Preview 
the announcement before adding it or to Clear it. 

 

 

 
 
Merging Announcements 

Merging announcements allows you to bring announcements from one site onto another. To merge 
announcements, access the Announcements tool and follow these steps: 

1. Click Merge in the Announcements menu bar. The CLE displays the Show Announcements 
from Another Site screen. It 
contains a list of all sites that 
you own and all those in which 
you have the role of Organizer.  

2. Click the Show Announcement 
box for each site whose 
announcements you wish to 
merge and display on this site.  
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3. Click Save. Or, to exit without saving the changes, click Clear. On this site's 
Announcements home page, the CLE lists all announcements from the site(s) you chose. 
The name of the source site is displayed in the Site column.  

Unmerging Announcements  

To unmerge announcements that are currently merged access the Announcements tool and follow 
these steps: 

1. Click Merge on the Announcements menu bar.  
2. Clear the Show Announcement check box for the site whose announcement(s) you no 

longer wish to display on the current site. 
3. Click Save. Or, to exit without making the changes, click Clear. 

 
Caution! When unmerging announcements, be sure that you are working on the Show 
Announcements from Another Site screen. If you accidentally click a Remove check box on the 
home page instead, you will remove an announcement instead. 

 



 
 

Announcements_TG  Page 4 of 5 
 

Announcements:  A Guide for Teachers 
 

Setting Announcements Options  
To change the default options  access the Announcements tool and follow these steps: 

1. Click Options in the Announcements menu bar. The CLE displays this screen: 
 
 
 
 
 
 
 
 
 
 
 

 
 

2.  In the Display Options area, choose one of the following options: 
•     Sortable table: A compact list; displays the announcement subject without the body.  

•     Sortable table with announcement body: A list of announcement subjects with the 
announcement body.  
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•     List view with announcement body: A list of subjects with announcement body, sorted in 

alphabetical order.  

If you choose this option, use the Characters in 
body pulldown list to select the number of lines 
of announcement body text to show.  

 
 
 
 

3.  In the Display Limits section, choose either of these options, if desired: 
•     Specify the maximum number of days 

in the past for which you want 
announcements to display.   

•     Specify the maximum number of 
announcements to display.  

4.  After completing your work, save your 
changes by clicking the Update button. 
Or, to exit without saving these 
changes, click Clear.  


