
Best viewed in IE or Adobe PDF Reader.

The high-level steps required to create new announcements. Each step includes sub-steps.

News and Announcements Administration Quick Steps

Navigation:
• Use the PAGE DOWN key to proceed to the next slide.
• Use the PAGE UP key to return to a prior slide.

1. Enable the News 
& Announcement 

feature

2. Define your News 
& Announcement 

categories

3. Access News & 
Announcements 
Administration 

4. Create the 
announcement

5. Define the 
announcement 

content

6. Select your 
audience

7. Review and 
activate your 

announcement



Best viewed in IE or Adobe PDF Reader.

The high-level steps required to configure and add news and announcements are shown here. Each step includes sub-steps.

News and Announcements Administration Quick Steps

Navigation:
• Use the PAGE DOWN key to proceed to the next slide.
• Use the PAGE UP key to return to a prior slide.

1. Enable the News & 
Announcement Feature

A. Click the Administration icon

B. Click Features

C. Select the Administrator group

D. Click Core

E. Filter for the feature

F. Select the News & 
Announcement check box

G. Click Update Features

2. Define News & 
Announcements Categories 

A. Click the Administration 
icon

B. Click Drop-down and 
Multi-Select Lists

C. Select the News and & 
Announcement Category 

listing

D. Enter a category name and 
click Save

E. Arrange according to 
alphabetical order if necessary

F. Edit, Deactivate, or set a 
category as Default as 

necessary.

3. Access the News & 
Announcements Admin Screen

A. Click the Administration icon 
again

B. Click News & Announcements 
Administration

4.  Create Announcement 

A. Click Add News & 
Announcements

5. Define Announcement 
Content

A. Enter a title for the 
announcement

B. Select the Category

C. Set the Start Date

D. Set the End Date

E. Enter the  announcement 
content and click Next

7. Select Audience

A. Select Allow Dismiss check 
box if applicable

B. Under Associations, select the 
target subset of employees

7. Review Announcement 

A. Expand the sections and 
review

B. Edit if necessary



Click the Administration icon.

A

1. Enable the Feature > Steps and B

Scroll to the Global Settings, 
System Administration area 
and click Features.

B



1. Enable the News & Announcement Feature > Steps C, 
D, E, and Fnews

Click the drop-down list and select 
the Administrator group.

C

Use the Filter field to quickly locate the 
News & Announcement feature. You can 
type all or part of the feature name. 

E

Click Core.
D

Select the News & Announcements
Feature check box.

F



Click Update Features. 

G

1. Enable the News & Announcement Feature > Step G



Click the Administration icon.

A

1. Define Your News & Announcements Categories > 
Step A
2. Define Your News & Announcements Categories > 
Step A



2. Define Your News & Announcements Categories > 
Step B

Scroll to the Global Settings, 
System Administration area 
and click Drop-down and 
Multi-Select Lists.

B



2. Define News & Announcements Categories > Step C, 
D, E, and F

In the Select Listing field, 
choose News & 
Announcements Category.

C

Enter a category name, then 
click Save. Each category 
you add displays in the list 
below.

D

Click Alphabetical Order if 
you want to arrange your list 
in ascending or descending 
order.

E

You can also Edit, 
Deactivate, Delete, or set a 
category as Default
necessary.

F



Scroll to the Global Settings, 
System Administration area 
and click News & 
Announcements 
Administration.

B

3. Access the News & Announcements Administration Screen
> Step A

Click the Administration icon.

A



Click Add News & 
Announcements.

A

4. Create Announcement > Step A



5. Define Announcement Content > Steps A, B, C, and D

This is the first line of text that your audience will see. We 
recommend that you use a descriptive title that provides your 
employees quick-glance information about the contents of the 
announcement.

A

Select a category. If you need to add a new category, return 
to Step 1.

B

Set the date when the announcement will begin displaying to 
employees. You must select a value that occurs after the 
current date and time.

C

Set the date when the announcement stops displaying to 
employees.

D



5. Define Your Content > Step E

Enter the contents of your announcement. 
You can apply rich text formatting, such 
as bold and italic font. You can also 
include elements such as images and 
hyperlinks. Click Next to proceed to the 
next step.

E



5. Select Your Audience > Steps A and B 

Select the Allow Dismiss check box to set 
whether employees can dismiss the 
notification.

A

Use the Associations section to specify the 
subset of employees who are the target 
audience for the announcement. Select your 
options carefully, as this determines how 
broad or narrow the number of users will see 
your announcement. Click Next to proceed to 
the next step.

B



6. Review And Activate Your Announcement > Steps A 
and B 

Expand the sections and review the content 
and audience for your announcement.

A

Click Edit to update the sections if necessary. 
Click Finish to complete the setup process. 
Your announcement will display on the users’ 
dashboard as they log in to Deltek Talent 
Management. B
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