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Managing My Announcements

Overview
Your organization may publish announcements. This is a great way to inform you of upcoming events and training requirements. 
Your ‘Personal Page’ notifies you of any new and unread announcements upon login. Some announcements must be acknowledged. So the Personal Page also notifies you of how many announcements you need to acknowledge as well as any overdue announcements that must be read and acknowledged.  
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Your announcements display on your ‘Announcements page’. For detailed information of how to use this list, see “Opening, Viewing and Acknowledging Announcements” later in this document. 

Announcements that require an acknowledgement or announcements that have been acknowledged will remain on the list even after their due date. 

Note: If the date for an acknowledgement displays in red, the announcement was acknowledged late. 

[image: image2.png]Announcements

[Date Type

12/3/2009 Weather Reports
12/2/2009 PR Classes 2010
12/7/2009 CPR Classes 2010
11/30/2008 Policies & Procedures
1/7/2010  Policies & Procedures

Acknowledgement
11/30/2009
12/2/2009
12/1/2009
12/2/2009
12/1/2009

Title

¥ Read This!

1 advanced CPR dasses - February 2010
' advanced CPR classes - January

1 Inclement Weather Policy 2009

Y+ Care of patients with H1N1 Flu Policy




You can open a history of your acknowledged announcements from your ‘Personal Page’ — ‘My Transcript - All Training’ — and the ‘Acknowledgements’ tab.  A list of your acknowledged announcements and any announcements that need to be acknowledged will appear. The red X icon shown below is a ‘Due’ acknowledgement and the green checkmark is a ‘Completed’ acknowledgement. 
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Tip: You can click an icon to open the ‘Status Icons’ legend used throughout the system. 
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Opening, Viewing and Acknowledging Announcements 
Overview
From your ‘Personal Page’ you can see at a glance how many new announcements you have, how many acknowledgements that you have due as well as see how many acknowledgements are overdue.

The example below shows you that you have two (2) new announcements and no acknowledgements are due or overdue. 
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Identifying Icons for your Announcements

The following icons are used to identify the different types of announcements.
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	Announcements that require an ‘Acknowledgement’ display a red flag.
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	Announcements of ‘High Importance’ display a red exclamation point.  
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	Announcements of ‘High Importance’ and requiring an ‘Acknowledgement’ display both a red exclamation point and a red flag. 
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	After you acknowledge an announcement, a green checkmark displays. Only an acknowledged announcement displays a green checkmark. 
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	After you acknowledge an announcement, a green checkmark displays. If the announcement was also of ‘High Importance’ you also see the exclamation point. 

	<dd/mm/yyyy>
	A date in red denotes that your acknowledgement was late. 


Steps to Open, View and Acknowledge an Announcement

1. From your ‘Personal Page’ under ‘Manage’, click the View button to the right of My Announcements.
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And your list of Announcements open.
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· Columns can be sorted (e.g., ‘Date’ column).

· Announcements may require acknowledgements. If an announcement displays a red flag, it must be acknowledged before the due ‘Date’ that lists to the left. 

· Announcements that require an acknowledgement or announcements that have been acknowledged remain on the list indefinitely. 
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· After you acknowledge an announcement, a green checkmark displays where the red flag had been. 
In the example below the first announcement displays a red exclamation mark (high importance) and a green checkmark because the announcement was acknowledged. 
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· Announcements that are not marked with a red flag do not need to be acknowledged.

· Acknowledgment dates displayed in red were acknowledged late. 
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2. To acknowledge an announcement (marked with a red flag), open the announcement from its ‘Title’ link on the right. 
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3. From the open announcement, read the announcement’s text. Its ‘Title’ and ‘Announcement Type’ also display in the upper left. Your administrator groups your announcements by ‘type’ (e.g., Meeting Minutes). 
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4. Click the Acknowledge button as shown below.
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5. A pop up window opens telling you to read the announcement and confirm. Click OK. A statement displays that reads “This announcement has been acknowledged.”

[image: image20.png]Announcement

Return to Announcements List

Title: Advanced Excel \

This announcement has been acknowledged.
Announcement Type: Upcoming Classes

Advanced Excel will be offered January 10, 2010, This is a dassraom training dass from 7am - 3pm.
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  (Return to Announcements List) button to return to the list of announcements. After you acknowledge an announcement, a green checkmark displays to the left of the title of the acknowledged announcement and the date displays. If you acknowledged the announcement late, the date displays in red. 
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Tip: You can view all your acknowledged and unacknowledged announcements from your Transcript. See below: “Reviewing Your Acknowledged and Unacknowledged Announcements.” 

Note: Announcements that require an acknowledgement or announcements that have been acknowledged remain on the list. 

Managing Your Transcript for Announcements

Overview
You can open list of your acknowledged announcements and any announcements that need to be acknowledged. 

Opening Your Transcript – Acknowledgments

From your transcript you can view acknowledgements and unacknowledged announcements from the ‘Acknowledgements’ tab. 
 Steps to Open Your Transcript 
1. From your ‘Personal Page’ click the View button to the right of ‘My Transcript – All Training’ (near the bottom left of the page).

2. Click the Acknowledgements tab.
The ‘Transcript – Acknowledgements’ page opens. 

By default ‘All Current’ announcements list that are either acknowledged or require an acknowledgement. From the ‘Status’ column, a red X means the announcement has not been acknowledged and a green checkmark means the announcement was acknowledged. 
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Navigating your Transcripts – Acknowledgements 

Sorting Columns

You can sort all underlined column headings (e.g., Completed) from the Transcript – Acknowledgement page. When you have a lot of announcements, this feature can help you find exactly what you want quickly. 

Click the heading and it sorts alphabetically/reverse alphabetically or numerically/reverse numerically. For example, if you click the Due Date’ heading, it will sort in descending numerical order the first time you select it, and if you select it a second time, it sorts in ascending numerical order. 
Understanding the Filters above the List

Status

From ‘Status’ you can change the ‘Status’ from ‘All Current’ to ‘Acknowledged’, then click ‘Go’. All ‘Acknowledged’ announcements list. 

Assigned/Self-Enrolled

From ‘Assigned/Self-Enrolled’, you can change 
Show Module?

The ‘Show Module’ is not meant to work for this view of your Transcript. 

Totals

A ‘Total’ for all the announcements listed on your transcript displays on the left. 
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Totals also display as blue links for both ‘Completed’ and ‘Due’ acknowledgements. This are links that drill-down to more specific information. 

[image: image25.png]Completed: 2 Due: 3




Print and Export

‘Print’ the transcript and/or ‘Export’ the transcript to an Excel document. 
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Clear Settings

Click the ‘Clear Settings’ button, to return to the ‘Show All’ view of your Transcript. 
Go button

Click the ‘Go’ button whenever you change the ‘Filters and want to see the new selections. 

Defining Column Headings on the List
Item Name: Title of the announcement. 

Item Type: ‘Acknowledgement’ displays in the column. This view of your Transcript, ‘Acknowledgements’, only displays acknowledgement announcements. 

Due Date: Displays the acknowledgement’s due date. 

Status: Displays a red X icon when an acknowledgement is ‘Due’ and the green checkmark when an acknowledgement is ‘Completed’. You can click an icon in the Status column to open the ‘Status Icon’ legend. 

Completed: The date the acknowledgement was made. 

Note: The Score, # of Units, Type of Unit, Provider and Self Enroll/Assigned columns do not currently apply to this view of your transcript. 
Viewing Complete/Acknowledged Announcements Only

If you want to view only completed/acknowledged announcements, you can drill-down from your open Transcript – Acknowledgements page. 

Steps to View Only Completed/Acknowledged Announcements

1. From your opened ‘Transcript’ and the ‘Acknowledgements’ tab, click the blue ‘Completed’ link.
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The acknowledged/completed announcements open.
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2. Optional. You can use the ‘From’ and ‘To’ fields to narrow your search of acknowledged announcements by date. 

· To enter a ‘From’ date, either type a date or click the small calendar to the right of the ‘From’ text box; and a calendar opens. Select a date. 

· From the ‘To’ text box, either type a date or click the small calendar to the right of the ‘To’ text box and a calendar opens. Select a date. 

· Click the ‘Go’ button in the upper right. 

3. To return to the ‘Transcript – Acknowledgements’ listing announcements, click the ‘Total’ link on the left. 

Viewing Due/Unacknowledged Announcements Only

If you want to view only due/unacknowledged announcements, you can drill-down from your open ‘Transcript – Acknowledgements’ page. 

Steps to View Only Due/Unacknowledged Announcements

1. From your opened ‘Transcript’ and the ‘Acknowledgements’ tab, click the blue ‘Due’ link.
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The unacknowleged/due announcements open.
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2. You can use the ‘From’ and ‘To’ fields to narrow your search of unacknowledged/due announcements by date. 

· To enter a ‘From’ date, either type a date or click the small calendar to the right of the ‘From’ text box and a calendar opens. Select a date. 

· From the ‘To’ text box, either type a date or click the small calendar to the right of the ‘To’ text box and a calendar opens. Select a date. 

· Click the ‘Go’ button in the upper right. 

3. To return to the ‘Transcript – Acknowledgements’ listing announcements, click the ‘Total’ link on the left.
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