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Announcements

Using an Announcement is a fast way to get important information in front of your users e.g. notice about a scheduled fire drill, reminders
about national holidays, instructions on changes in processes etc

Announcements has a front end and an administrative side allowing for more in-depth configuration and tracking of these notices users
are pushed; specific groups/roles/users can now also be targeted.

There are 3 styles of Announcements to choose from, appearing in different locations on the screen. Each can be set to require
acceptance which may be desired for certain types of information needing to be shared.

Statistics are now also available on each Announcement created giving percentages on the view and acceptance rate by end-users (if
applicable)

The Admin side

To access Announcements from the admin side, a user must be an Application Administrator.

This can be set by a sysadmin for any users required in Admin > System > Administrators > Announcements just like any other Intranet
application.

Once permission has been given an application administrator user can access this area via Admin > Announcements.
The landing page of the admin side will list all previous Announcements in a table with various information given about each.

(This area will be blank upon first use!)

£ Admin Admin > Announcements Admin Panel &
| List of announcements Please note that that require cannot be edited once published o
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Check box: Select this to delete an Announcement (delete button at bottom of the screen)

Title: The subject of the Announcement

Language: The language the Announcement was written in

Publish date (from-to): The date the Announcement was created and will display (until dismissed/accepted by the end-user)
Target Users: Users/roles/groups that were sent the Announcement

Statistics on views and acceptance (If applicable): Percentage totals on view and acceptance rates amongst the target users, this
updates as users view/accept.

Actions: The pencil icon allows edits to the Announcement itself, which will push it to end-users once saved again - The edited version
will not re-appear to the users who have already clicked 'Dismiss'.

Please note: The pencil icon will not be available for announcements that require formal acknowledgement. This is to maintain the
integrity of the initial acceptance. Any edits required would need to be created as a new Announcement and sent to users again to
accept.

Creating a hew announcement

An application administrator can configure an Announcement by clicking on the plus icon from the administrative or front ends of the
application.

The setup screen for a new Announcement has numerous fields to configure, all of which are detailed below.
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1. Language: Choose a language from the dropdown to target only those users with that language set on their Intranet profile. Selecting
'All languages' will push the Announcement to all target users regardless of the language they have set.

2. Title: Text entered here appears at the top of the Announcement in a larger font size.

3. Abstract: The main body of the Announcement which should contain the most important details it needs to give and expand on the
title.

4. Publish date: How long does this Announcement need to be pushed to target users? (Once the user has dismissed/accepted the
notice once, they aren't pushed it again within this duration but can still view it from the front end of the application if required)

5. Style: There are 3 types of Announcement displays to choose from, each will remain on the screen until the end-user acts to accept



and/or dismiss the notice. Users can still navigate the Intranet despite the Announcement unless a modal style is used.

e Banner (shown with acceptance required) appears at the bottom of the screen

C|Or0menfis Q. What are you looking for? B0l @ R ? @

Home  Company v  Departmentv Dashboards v  E-FormExamples v Learning  Projects  Booka Demo

(5] events Events © 0o
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Social Corporate Team Building Event pined
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i =
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@ Training Events

EVENT STATUS SO
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Attending T
My Events ®
Draft L
Cancelled o
Archived COVID-19 Update

0 Following the Iz ideli - - to work from home for the

e Modal (shown with acceptance required) appears in the middle of the screen. Prevents users from navigating away, this style is
recommended if you wish to ensure users have accepted/viewed very important information.

&¥ Announcement

Fire Drill on Friday the 22nd of March
atllam

This should last around § minutes and each floor will be
tested individually.
Thank you for your acknowledgement.

e Overlay (shown with the default dismiss required only) appears at the top of the screen

lomeTime Listings are here

/e have a client visit today!
Come to Room 5a to say hello, refreshments will be available

Q
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O subscriptions Most Recent + A to Z - Most Popular I
Advanced search
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N How do | make a coffee?
Intranet Advice -125.00y 208

Professional Services , ; Wellbeing and Wellness in the Workplace

D

Jennifer Langdon asked.
Can you create E-forms for us?

Wellbeing Wellbeing is a state of physical, mental, and social well-being. It is a positive IS8 Noscira0te

state that enables people to realize their full potential, cope with the normal stresses of

life, and work productivel... £ claire Bond asked..

What are Infocapture plugins?
2.3 Noverber 2014

How to Request a Leave of Absence g Jacob Black asked...
To request a leave of absence, please complete the following steps: Go to the HR What s Innovate?
website and log in to your account. Click on the "Leave of Absence’ ink. Select the type ® 23 November 2014

of leave you are requesting. Complete .
v Ausstng.Comp: £ Vressawright askoa.
How does archiving work?
@13 November 2014

- 3 ways to use your intranet as a remote onboarding tool
I~

6. Acknowledgment required?: Check this box if you require users to formally accept the Announcement. If unchecked the option given
in the Announcement pop-up will be to 'Dismiss' only.

7. Acknowledgment text: This option will appear if acknowledgement has been enabled. Enter text here that will appear alongside the
acknowledgement checkbox. ("l accept"” is an example of this shown in Banner and Modal styles above)

8. Target users: The users/groups/roles entered here will be pushed to the new Announcement once saved. This will be upon their next
login or intranet page refresh.



9. Send email to targeted users: Select this option if you would also like the target users to receive email notification of the
Announcement to the address entered on their user profile. Announcements cannot be controlled by user preferences so selecting this
option ensures users are emailed.

10. Add announcement: Click to save the Announcement and make it live, targeted users will receive this on screen. Statistics will also
begin to be collected and populated in Admin > Announcements.

The front end

Accessible from the application menu.

Q What are you looking for? 1445 @ ? @
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The landing page will list all Announcements to the end-user that they were the target audience for when originally configured.

This acts as a reference area if a user needs to re-read the Announcement or check the details of it.

& Announcements o 0O

Announcement Publish date Creator

Flexible working policy has been updated
To stay in line with recent events, we've updated our Flexible Working policy. 19 March 2024 Claromentis Administrator

Please review the latest changes to the policy here

Audit log

A filter is available for Announcements in Admin > Audit > View logs.

Information on the actions below can be searched in Claromentis and/or downloaded in a CSV for further analysis/reference.

£ Admin > Audit > View logs =~

@From | B 01-03-2024 00:00 7o & 19-03-2024 14:52

User name

Category Announcements N - Allitems 5
viewed announcemint
CSV delimiter ®Comma (,) O Semicolon (;) [EESUCHIEE RIS EIY

View

created announcement

edited announcement

deleted announcement
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