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1. Go to the announcement section by going to the link in the left hand navigation.  Change permissions of the 
announcements by clicking “permissions”. 

 
 

2. Under permissions you can allow site participants to add, edit, or view announcements.  Make sure that the 
instructor is allowed full permissions and students have at least read permissions.  The other commands are 

as follows: 
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3. There are other editable options in the Announcement tool.  Go to the options link. 

 
 

 
 

4. In Options you can change the display options of the announcement page. 

 
here is the default table view 
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this is the table view with announcement body 

 
 
 

list view has additional options; how many lines of text should be shown 

 
 

this is the list view with “all” text 
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5. Another section in the Announcement options is the “Display Limits”.  This limits the amount of 

announcements displayed at once on the page.  You can enter a number in one or both of the text boxes to 
limit the announcements by days or total number.  If you would like all the announcements available, keep 

the boxes blank.  

 
6. To add a new announcement, click “add” on the top option bar. 

 
 

7. You will need to create an announcement title to go along with the body text. 
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8. Before submitting, there are a few other options you can choose from.  
In the Access section, you can choose to display announcements to the public or to the site. 

in the availability portion, you can show, hide or specify a viewing date. 
You are also able to add attachments to the announcements. 

 

 
 

9. Furthermore, you can add an email notification to all participants, only opted in participants or send no 
email notifications. 

 
 

10. When you are finished, you can add the announcement or preview it before submitting, 
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this is the announcement preview window.   

From here you can add the announcement or go back and edit it before adding.  Pressing “cancel” here will 
also take you back to the create announcement page.  To cancel the announcement, you must press cancel 

on the announcement creating page.   
 

 
 

11. After submitting an announcement you can still edit it.  To view your submitted announcement, click on the 
title. 
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12. You now have the options to edit, delete or add a new announcement. 

 
 

 
13. Another way to remove announcements is to check the “remove” checkbox next to the announcement you 

wish to delete.   

 
 

Then scroll to the bottom of the page and select “update””. 
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14. You will be taken to a confirmation page before it is removed.  You will see the announcements you have 
chosen.  If you wish to continue, click “remove”.   

 
 

15. More preferences can be found in your personal workspace, under the preferences area. 
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16. You will always receive High Priority Announcements by Email.  You can set the preferences for Low 
priority announcements here.  Selecting “do not send announcements” is considered opting out of 

announcements.  Don’t forget to click “update preferences” when done. 

 
 

17. To display one or more worksite’s announcements in another site, you must “merge” them.  Go to the site in 
which you want the merged announcements to display.  Then go to “announcements” and click “merge”. 
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18. You will see announcements you have made in other sites.  Check the check boxes next to the site whose 
announcements you want to display in the current worksite.  (The announcements will still show up in their 

originating sites as well.)   

 
 

 
19. Another way to do this is to go to “site info” and then “import from site” (located on the upper navigation). 

 
 

 
20. Check the box of the site (it can only be sites that you own) that you would like to share material from. 
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21. Then choose the material you want to re-use from these sites.  In this case, choose announcements. 

 
 

22. When you go back to your site’s announcements you can now see the announcements imported from your 
other worksite.  They are editable and in “draft format”.  You must go into edit mode and “post” them for it 

to be viewable by all participants. 

 
 

23. When you receive an announcement by email, the subject line will be the name of your site and the title of 
the announcement.  The sender will be “Laulima” and you cannot reply to it. 
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24. Any attachments on the announcement will show up in the email and can be downloaded.  You can 
download the attachments even of if are not logged into Laulima.  Furthermore, you can obtain the address 

of the attachment for sharing this link with people without a Laulima account or have not logged in. 

 
 


