Creating a New Announcement

An announcement is used when there is news to share when no specific date, time or

If there is a specific date, time or location, create an event.

= Sikes

employesIntranet
AnnouncementsEmployes

//wam?2.broward.edu

location.
1. Access WAM! from a browser window: http:
2. Login using your Novell ID and password.
3. Choose Communications community.
4.

expanded.

Create a new announcement:

To create a student announcement
to be shown on the student (blue)
home page

Under the student folder

Right click the
AnnouncementsStudent folder.
Choose New Item > Announcement

To create an employee |
announcement to be shown on the
employee (red) home page

Under the employeelntranet folder
Right click the
AnnouncementsEmployee folder.
Choose New Item > Announcement.

IMPORTANT: Place all supporting content (i.e. images, files,
external links) in the appropriate SupportingContent folder

(student or employee).

If the announcement is for employee and student then the supporting
content need only be in one SupportingContent folder where the

original announcement was created.

Name your supporting content with the same title as your
announcement with image, file or external link at the end

of the title.

Expand the folders by clicking on the plus signs until folders are fully

v
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Refer to the WAM Manual for specific instructions on importing images (.gif, .jpg), files (.doc,
.pdf, .xlIs), and external web links (i.e. http://www.cnn.com).
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Enter announcement information:

System Title (req ui red) A http://wam2.broward.edu:9992 - Rhythmyx - Disney College Program coming Nov. 7 & 8 - Edit Conte - Microsoft Inte
— This is the title by which e

WAM sorts and identifies
content. THIS NAME MUST
BE UNI QUE in the f0|der. * System Title: Disney College Program coming Nov. 7 & 8
No two SyStem tltles can be * Display Title: Disney College Program coming Nov. 7 & 8

* Synopsis:(Limit 90 Chars) |Disney College Program presentation at the FAU Lib. Arts Bldg Mov. 7 and 8 at 1 p.m.

the same. :
Display Title (required) - | * Kevwords: ey Celess Frosrem
will appear in the browser * Start Date: 2006-10-12 00:00:00.C

Title Bar, will be the link
name and will be the name
in the Content Explorer list

End Date: 2006-11-08 00:00:00.C

%2 Edit Wiew Insert Format Tools Table Form

: AR AR eV EEEL S € e H
under Content Title. — ———rI
N N [ & || becsmall v B I U AB | = = X X,
Synopsis (required)
ShOWS up anywhere the 5tudents live, leam and earn in magical setting
announcement is displ ayed Body: DisneyCallege Praogram seeks candidates for internships
in a Iist format. This fleld |S bl:lrlando, Fla. (Sept. 29, 2006) - Forfmc:rfe than 25 vears, co}:lege shtu:ents fram ac”ross the Unit
- - een experiencing an opportunity of a lifetimme - an internship with the Disney College Program
limited to 90 characters. PR SR SRR ’ o
. . Recruiters frormn the Dizney College Program will host presentations on Mow. 7 at 1 p.m.in the F
The tltle) SynODSIS and 124 and Nov 8 at 1p.m. i: the F?AU Ijbgeral Arts Audi:nrium - 120 for area college l:tudents irte
‘more’ link will appear on Design | Cote
the home page and on the Emergency: [ This announcement will appear on the home page in bold red text.
announcement list page. entured O
- : d 5
Keywords (reqUIred) eature Request a Featured Announcement
* Default Variant ID: Announcement Full Page

important for searching for
content within WAM or by a
search engine. Be descriptive. You will search by keywords such as author, community or
name.

Start Date- is set to default to the current date automatically. Click the calendar pop-up to
select a different start date.

End Date - the date your announcement will be archived (removed from the pubic state).
Body — main content or details of the announcement displayed on the announcement full
page.

Emergency - The announcement will appear on the home page in bold red text (if
approved by the Communications Editor or Administrator.) Usually reserved for emergency
announcements such as hurricane updates, school closings or system down messages.
Featured- check the ‘Request a Featured Announcement’ checkbox to
reguest that your announcement be placed on the student or employee
homepage as a featured announcement. Public Relations will determine
which announcements are featured. If you have a specific image you
want to display with the featured announcement, send it via email to the
Public Relations department at rleffel@broward.edu. Web photos should
be in the .jpg format.

Default Variant 1D — Ignore

There's still room for you at BCG!
It's not too late! (more]

Click the Insert button at the bottom of the page to save your announcement.

Click the Close button.
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=3 Groupwise Email

Broward Community College
Employee Intranet

News & Announcements (click here for all)

BCC presents Badroom Farce
Opening night reception, award presentation Oct 26,
show runs through Nov, 5 (mare)

Events: (click here for calendar search) ®

e Broward Community College
lispanic Heritage Month
25/ 2:008M to 4:100RM (more) 'Emp@;ee Intranet

MS Office: EXCEL Workshops (1%2)
©ct 30/ 1:00PM to 4:00PM (mare)

b Helpdesk Request

Novell ID:

([ News & Announcements|
[© On Target Hewsletter
myIntranet Login

|
Password: l:l
Sign In

e S -
Mow 2/ 9:30AM to 11:30AM (mere)

CID Dverview for New Employees November 2006
How 7 (more]

GroupWise: Spacial Tapics
How 20/ 12130PM t0 2:30PM (rmare)

&
Hou 20 / 2:30RM to 4:00PM (rora)

Monday, October 23, 2006
CID Overview for New Employees November 2006 BCC Intranet Home page redesign
How 27 (mare)

BCCfis proud to ynueil the new Intranet

The Intranet homepags redesion has been relessed! (maore)
CID: Student System Viewer

©n Target

collegawide
newsletter

reports on 1

serves as the

for BGC and

homiepage desigh _(mere)

Moy 30/ 9:00AM to 12:00PM (more) O
uesday, October

Employee Health /Bene M Fair 2 Flu Clinic

The fair will be held#f Tuesday, October 31, 2006 (more

L Thursday, pftober 5, 2006
e

of BOC
amploysss.

Broward e Cllege CO"e ~
Community Fort Loupedie, FL 33301 =

College

Openig doars

and successes
s

BCC preseafs Bedroom Farce
Openipd night reception, award presentation Ock. 26; show runs through Now, 5 (more

i

Broward Community College
111 East Las Clas Boulevard
Fort Lauderdale, FL 33301

954,201, 7400

Broward

Comratiniz O{oem}_:x_ Aoors foaﬁ@ﬁﬁsrﬂffure

—

ast Las O#f Boulevard

=
954, 2007400

Openipdfdcars 1o a brighter future
Privacy

http://wam2.broward.2d

* System Title:
* Display Title:

* Synopsis:{Limit 90 Chars) ‘D\snev College Program presentation %& FAU Lib. Arts Bldg Nov. 7 and 8 at 1 p.m.

* Keywords:
* Start Date:

End Date:

Body:

Emergengy:

Featured:

Content Propertie c

Broward Community College = i
Employee Intranet |

Disney CﬂJz!(Engram coming Nov. 7 & 8 /’ m ploy ¥ 9

< = i \ .
=5 College Program coming Mov. 7 & 8 | “&Click Here for a printable version

L

Search BCC  |[G0.

Employee Health/Benefits Fair & Flu Clinic
‘D\sney College Program ‘

S OE 10 12 DO OW0T You are invited to participate in the annual Employee Health and Benefits Fair hosted by Human Resources, Employee Benefits

Office, The fair will be held on Tuesday, October 31, 2006, from 9:00 a.m. to 12:00 noon, and fram 1:00 p.m. to 4:00 at the

B BCC Central Campus, Building 17, Room 146, The fair will be closed from 12:00 noon to 1:00 p.m. to allow the participants
2006-11-08 00:00:00.C .

tirne for lunch. Participants include:
9\3 Edit  View Insert Format Tools Table Form

124 and Now # at 1 p.m. in the FAU Liberal Arts Auditorium - 120 for area college stude Jamba Juice

Social Security Administration

1.5, HealthWarks (Urgent Care Center)
Preferred Legal

visionCare

Wholesale Clubs - BY's, Costco & Sams

Design | Code

[ This announcement will appear on the home page in bold red text.

—_ * AAA Auto Club South
R MR S e ?L’}&f g é’% &iﬂ & @ A s American Cancer Society
— s BCC Dental Clinic
03 B 7 Ual===|[i=:= X %, * BCC Wellness Center - Central Campus
+ BCC Vision Center
* Bright Star Credit Union
Students live, learn and earmn in magical setting « Browsrd County Health Departmant
« Broward General Medical Center
DisneyCoflege Program seeks candidates far interns « CIGNA Healtheare
o CIGNA Behavioral Employee Assistance Program (EAP)
0OHando, Fla. (Sept. 29, 2006) - For mare than 25 years, college students fram across s Consolidated Credit Counseling
been experiencing an opportunity of 3 lifetime - an internship with the Disney College P s Express Scripts
* LA Fitness
Recruiters fram the Dizney College Program will host precentations on Now. 7 at 1p.m.i + Medicare
.
.
.
.
.
.

[request a Featured Announcement. In response ta the frequent questions we receive from employees, this year we have added a number of new participants to

* pefault !ariant D: Announcement Full Page the Health & Benefits Fair. These include representatives from Medicare and Social Security Administration.

Related Content:

Announcement Featured Announcement Full Page
nnouncement Title, Synopsis, Link

This shows how the title, synopsis, date and body are displayed. It also shows the
display of a featured announcement.

The home page will display five of the most current announcements.
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= NOTE: For the announcement to display on both student and employee pages just create
one announcement. Left click
the completed announcement
and holding your mouse down
drag it from the -3 suppart

. . P [:l Communicati
announcement folder in which B (B Advertis

[:| AnnouncementsEmployes
- [ cCategaties

Announcements

Auko Index of BCC Home Page Announcem. .,

0O
0
B Disnev College Program coming Mo, 7 & &
0O
O
™

F'an ku Is looking For staff members

aymphonic Band Presents Season's Firsk C...
Tell 11z ahaok Yanor SaFF Twink Prefereanres|

.. . } As Mew Copy
you created the original (i.e. T

if created in the student announcement folder, then drag it to the employee announcement
folder) release the mouse and look for the word ‘Move’ then choose ‘As Link’. Whatever
changes you make to one will automatically change the other including deleting the
announcement.

9. From the AnnouncementsEmployee folder find the announcement you created and right
click to display the Action Menu.
10. Hover over Preview.
e Choose Announcement Full Page to preview the page. Make sure the page is to your
liking and no further changes are required
e Close the window.

User : kperuzi

Roles : samin...

Content Explorer Window Fommuntty : commumeations

5 ‘Chew:l:.e-:l ouk use... |'E-I:al:e [Conkent Type (Created by (Created on Last modified date

() Human_Resources

E. D employesInt [ 18 awards won by BCC's literary magazine, AN ... £ baraham Draft Announcement  baraham Ot 26, 2005 10... Oct 26, 2006 10...
an y mployes Announcements ublic uto Tndex rmettai v 6, 2., Oct 25,
E-@ Al Employes A t Publ fiuto Ind ttai May , 2006 4:2.., Oct 23, 2006 5
#- [ Categories [ announcements =] bhaarer Draft Mavan Frserver Jan 27, 2006 9. May 26, 2006 1...
uta Index of Employes Home Page Announcem... ublic uto Tndex rmettai v 6, 2., Oct 23,
% E"e”tsf_mﬂ(‘?ye: . AUk Index of Emplayee Home Page & Publ Auto Tnd s May 8, 2006 4:2... Oct 29, 2005 5
S‘taw;’d?;urp:;':rﬁ:g:l; [ Auto Index of Information Technology Announce. ., 12y aberman Draft Auto Index aberman Jan 27, 2006 3:... Jan 27, 2006 3:...
1 student [ BCC Intranet Home page redesign Y Public Announcement  adminz Ot 23, 2005 §:... Oct 23, 2006 11...
[ Advertisements [ BCC presents Bedroom Farce Yy Public Announcement  bgraham Ot 12, 2008 11... Oct 22, 2006 6:...
(23 AnnouncementsStudent [ BCC procurement team receives President's Awa... g Editorial Approval  Announcement  bgraham Ot 26, 2005 ... Oct 26, 2006 8.
ategories receives more than in grants from state jtorial Approval  Announcemen graham ct 26, i ,
; Cat BCC than $600K s from stat Editorial fy | A & bgrah it 26, 2006 10... Oct 26, 2008 10..
(&~ [ EventsStudent [ cColors of H\snamc Heritage art exh\b\t at BCC'sd.. % Editorial Approval  Announcement
- (1 Supporting Content i Annuuru-:eru‘uerut
%E C”'ders [ Homors Tnstibcts websits selected 'B = e ~—uncement  bgraham .
FNOUNCEMEent Fealure
fws [ Symphonic Band Presents Seasan's f Suncemert  absrman Oct 17, 2006 10... Oct 23, 2006 1.,
) el 01 Th Test A t Workflow Announcernent Ful Page E o bth Oct 25, 2008 9:... Oct 26, 2006 7:
#4 checked out By Me ompson Test Announcement il buncemen ompsa ot 25, e OCE 26,
& Inbox reate
o Outhox Impact Analysis
¢ -4 Recent Rermove from Folder

& " ﬁmiej;i;n a— Copy URL to Cliphoard
[ Copy

@ Al Content Nav Reset

=+ Other Content Lifecycle Analysis

11. From the Content Explorer window find the
announcement you created and right click to
display the Action Menu.

e Hover over Workflow.

e Click on ‘Submit for Approval’ to send it for
approval.

e Enter a comment which will be included in the
email sent to the approver. The comment will
also be retained in history. This is your
opportunity to send a message to the approver. [ o || canecel |

e Click OK.

12. Your content will be available to view on the web
after it has been approved by Public Relations, moved to the public state by the approver
and the next publishing edition has run. Publishing editions run every hour. Until it
publishes, even if it is in the public state, you will not see it on the live site.

Enter, Workflow Comment(Required)

Your announcement will not be available for you to edit until it is in the public state. Once in the
public state right click on the announcement and choose Workflow > ‘Move to Quick Edit’ to edit
your announcement. When the edit is complete submit the item for approval again.

Plan to reuse your announcements by using the Quick Edit feature.

Note: Entering comments is required when submitting an announcement for approval.
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