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Announcements do not appear in the Portal until their Start Date Time matches the current date
and time, but you can force an announcement to appear in advance.

To display an announcement before its Start Date Time:

1. Log into a user account that's been added to the Administrator (Incident
Management) user group.

2. Click the dropdown in the nav bar > Library.
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The Library application in the nav bar.
3. Click the Announcements activity.
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A1 Fire Drill [ Active J

vill be conducting a Fire Drill today at 1 pm

A2 Staff Holiday Draft

The Announcements activity in the Library application.
4. Click the announcement you want to broadcast.

5. Click Force Broadcast to display the announcement in the Portal.
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The Force Broadcast button on the Announcement Review form.




