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	Viewing/Acknowledging Announcements - LMS



Viewing/Acknowledging Announcements – LMS
(Learning Management System)
Your organization may publish announcements to your LMS personal page and/or your Imaging home page. This is a great way to inform you of upcoming events and training requirements. 
Your announcements may require you to confirm/acknowledge. You can acknowledge from either the Imaging or LMS side of the system. And some announcements may display a ‘high importance’ icon or both a high importance icon and an acknowledgement required icon. 
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Date & Importance  Status  Title
05/07/2008 v Staff Meeting May 15

4
o5/07/2009 ' 2 staff Meeting May 22




Recognizing Acknowledgment and High Importance Announcements

High Importance

To give an announcement more visibility, your administrator may mark an announcement as ‘High Importance’.
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	Announcements of ‘High Importance’ display a red exclamation point.  


Acknowledgements - Required
Announcements may require you to confirm/acknowledge. 
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	Announcements that require an acknowledgement display a red flag.
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	Announcements of high importance and requiring acknowledgment by the assigned Learners display both a red exclamation point and a red flag. 


Acknowledgements – Confirmed/Acknowledged
Announcements that are confirmed/acknowledged, display a green check mark. 
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	Announcements confirmed/acknowledged display a green checkmark. 


Note: You can also use the Acknowledgement report on your transcript to view acknowledged and unacknowledged announcements. 
Opening Announcements from the LMS Personal Page

The personal page notifies you of any new or unread announcements upon login. 
The LMS Personal Page, displays the number of new announcements. 
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‘Steps to Open, Read and Acknowledge a ‘LMS’ Announcement

1. From your LMS Personal page under Quick Links, click the View button to the right of the Information & Announcements.
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The ‘Announcement for’ <name of user here> page opens. 
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Announcements list in date order. In the example above, the first announcement displays a red flag, so an acknowledgment is required. The second announcement is of high-importance. The third announcement does not require an acknowledgment. 
2. To open and read an announcement, click its Subject title link on the right.

3. If the announcement displays a red flag, click the Acknowledge button.

A pop up window opens confirming that you have read and understand the announcement. Click OK. 

4. Click the Browser’s Go Back button to return to the Announcement list.

5. A green checkmark displays to the right of the subject. The green checkmark means that the announcement was acknowledged. 
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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: The next time you return to the LMS Personal Page, there will be ‘0’ new announcements. 
Reviewing Your Acknowledged & Unacknowledged Announcements from your Transcript
From the LMS, you can open your Transcripts – All Learning to see a list of both acknowledged announcements (with date acknowledged) and announcements that still need to be acknowledged. You may also read and acknowledge announcements from the transcript page.
1. From your Personal page, click Reports –Transcript – All Training.

2. Click the Announcements tab.

· Each ‘acknowledged’ announcement displays with the date you acknowledged it on the right. 

· A third announcement ‘Meeting on Tuesday’ still needs to be acknowledged. 

Tip: If you want to acknowledge an announcement from this page, click the Description title link and the announcement opens. Click the Acknowledge button. Click Yes. 

Viewing Acknowledged and Unacknowledged Announcements

You can open your Transcripts – All Training – Announcements tab from the LMS side to see a history of acknowledged and unacknowledged announcements. You may also read and acknowledge announcements from the transcript page. 
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