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Announcements

In any company, there will be situations where a message or notice of important information needs to reach your employees.

e.g. about a scheduled fire drill, reminders about national holidays, instructions on changes in processes, reactions to News items that
affect the company or office location, etc

Traditionally, this update may have been sent as a mass email to all users, but with Claromentis, this can instead be facilitated in the
Intranet using the Announcements application.

There are various styles and options available to send important messages, which also determine how this will appear in the Intranet.

This guide will cover how to configure each kind of Announcement and provide examples.

Sending a new message

Application administrators of Announcements are the only users who can create and manage thesenotices.

A new message can be configured by clicking the plus symbol on either the front-end or admin side of the application.

Q Admin > Announcements Admin Panel \‘\

Announcements that require acknowledgement cannot be edited once published “ °€b
Add New
50 v entries per page 1

Publish Publish

Title Type Language start end Target users Views Acknowledged Actions
O Claromentis Banner Al 25 July 25 July Role: Claromentis - o
Test languages 2024 2024

A pop-up will appear asking what type of message you would like to create. Read more about each below:
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Add Announcement

Announcement Broadcast Message

=28 B

Create a dismissible announcement in different styles Create a persistent system-wide message
with optional acknowledgement

Create an announcement Create broadcast message

Add 'Announcement'

The message will appear on screen in the Intranet and can require the user's acknowledgement to disappear.

The message can be set to send to the user's email as well as on screen, so it appears in both areas.

Admin > Announcements Admin Panel > Add Announcement .\‘\

Banner appears at the bottom of the window. It is a less obstructive announcement.

e Language % Alllanguages v

Target users Start typing to add... Browse

Title
Message Rsource @ @ @ == 99 E £ = E
B I USXx.xx I, ® < H E | Fomat -~ lFon( vHFontSize - A- B-
4
e Publish Date (= 28-11-2025 14:57 To (& 28-12-2025 14:57
Acknowledgement
e required? . . .
Announcements that require acknowledgement cannot be edited once published
e Acknowledgement text I have read and understood

View matching users...

e Send email to targeted N
users
Add announcement @

1. 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
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D Events Events ° (D
All Categories Search events... n Aa B [C)
Social Corporate Team Building Event Pinned

@ Primrose Hill, London, UK
- 0 i j
suingievents REMO I (D) 5day, 15 December, 12:30 - 16:00

A Training Events

EVENT STATUS Summer Party

| All Events @ BN2 1TW, United Kingdom

a (@ Friday, 15 August 2025, 18:00 - 23:00

Attending 1
My Events 1
Draft o
Cancelled 0
Archived COVID-19 Update
' Following the latest guidelines - https://www.gov.uk/coronavirus - we ask everyone to work from home for the
é next 14 days

I have read and understood Dismiss

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.

4¥ Announcement

Fire Drill on Friday the 22nd of March
atllam

This should last around 5 minutes and each floor will be
tested individually.
Thank you for your acknowledgement.

I have read and understood m

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



@" HomeTime Listings are here

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

Dismiss
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Advanced search

General .. .
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lite, and work productivel... a Claire Bond asked...

What are Infocapture plugins?
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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 is Innovate?

website and log in to your account. Click on the "Leave of Absence’ link. Select the type 8 2 3 November 2014

of leave you are requesting. Complete t... o
g Vanessa Wright asked..

8 0 comments + Last modiified on 16 October 2023 in Human Resource How does archiving work?
1 - 3 November 2014
- 3 ways to use your intranet as a remote onboarding tool

2. 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.

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

4. Message: The main body of the Announcement, which should contain the most important details needed to give and expand on the
title.

5. Publish date: When should the announcement go live, and how long for? (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)

6. Acknowledgement required?: Check this box if you require users to formally accept the Announcement. Acceptance will be recorded
in the statistics area. If unchecked, the option given in the Announcement pop-up will be to 'Dismiss', which does not have tracking.

7. Acknowledgement 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 appear on their
screen at their next login or intranet page refresh (if they are already logged in)

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 to save it. If within the 'Publish date' the announcement is live, so will appear
to targeted users, and the email will be sent this was configured. If the '‘Publish date' is in the future, the announcement will only trigger
once this is reached.

Broadcast Message

A static notice that appears under the menu bar, and remains there until the time period set on it elapses or an administrator deletes it.
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Please check your bank holiday hours in preparation for next week Any queries, please email help@testcompany.com

( ; Good Afternoon Claromentis Administrator D °
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Welcome to Claromentis
Book a demo Pricing Support Portal

o November 2025 P

Our Bristol Centre Launches New Foodbank ... New ?eHub Badges

20 June 2025

Bristol Centre Launches New Foodbank Outreach Initiative q

o

Supporting the Community: A New Initiative Business Process E-Learning

The Bristol Centre is proud to announce the launch of a new foodbank outreach init...

Unlike | 1Like| ®0

Polls & Surveys | Thank You

Current Weather Dashboard

Saarch Rannla.

Cannot have acknowledgements, so works for more general messages, but can be sent to users' email addresses too.

It's possible to have a different broadcast appearing for different users/roles/groups based on who is targeted.

* Admin > Announcements Admin Panel > Add Broadcast message &

Broadcast Message

Persistent system-wide message displayed below the main menu that can't be dismissed.

Language ° 3% Alllanguages v
Title e

Message * e B I U

Publish Date o 28-11-2025 15:04 To 28-12-2025 15:04

Background color e #000000

Text color e #FFFFFF
Target users e Start typing to add... Browse

View matching users...

Send email to targeted users No e
Add broadcast message e

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 message to all target users regardless of the language they have set.

2. Title: Text entered here appears first and in bold.

3. Message: Add extra information to support the title if required



4. Publish date: When should the message go live, and how long for?

5. Background colour: Set the desired background colour of the bar containing the message

6. Text colour: Set the colour of the text of the message

7. Target users: The users/groups/roles entered here will see the message under the menu bar when logged in.

8. Send email to targeted users: Select this option if you would also like the target users to receive the message as an email to the
address entered on their user profile.

9. Add Broadcast message: Click to save the message and make it live. Targeted users will see this on screen.

The front end

Users can view the Announcements they were targeted for at any time from Applications > Announcements

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

« Announcements © 6

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 Administrater

Please review the latest changes to the policy here

The Admin side

From here, administrators can manage all announcements and track acceptance (as applicable)
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!)



O Admin Admin > Announcements Admin Panel &
| List of announcements Please note that announcements that require acknowledgement cannot be edited once published e
50 v entries per page n
X Publish q o
Title Language . to Target users Views Acknowledged Actio
(O Happy New All 8 22 All registered | (]
Year! languages  January  January
2021 2021
O Flexible Al 31 31 User: 4
Working policy languages March March Claromentis
has been 2020 2020 Administrator,
updated User:
Playground
Admin, User:
Playground
User
J Government All 30 31 All registered, | &
Guidelines languages  March March Role:
Updates - 2020 2020 Administrators,
COVID19 User:
Playground

Check box: Select this to delete an Announcement (delete button at the 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.

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.



€3 Admin > Audit > View logs

® From 01-03-2024 00:00 OTo 19-03-2024
User name
Category Announcements i v Allitems i
viewed announcemiént
CSV delimiter @® Comma (,) O Semicolon (;) acknowledged announcement

created announcement
View edited announcement

deleted announcement

14:52

Created on 28 November 2025 by Hannah Door
Tags: 9, announcement, notice, pop-up, v9
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