The Announcements module allows you to view, create and send building-wide announcements to your residents.

Announcements Module

You can view an existing Announcement by selecting it from the list. To create an Announcement,

select New Announcement.

7

.

123 Front | Announcements

Announcements

Yyyy-mmedd

All Statuses

Show 10 + entries

Date

9 01-05-26

10-31-2%

10-28-25

10-28-25

10-28-25

10-15-25

09-05-25

08-05-25

09-05-25

08-05-25

Showing 1 ta 10 of 15 entries

Time

16:58

1516

1344

1343

13:42

19:28

06:43

06:42

06:42

1321

Recipients

Bullding-wide Reciplents

Building-wide Recipients

Building-wide Recipients

Building-wide Recipients

Building-wide Recipients

Bullding-wide Reciplents

Building-wide Recipients

Building-wide Reciplents

Building-wide Recipients

Building-wide Reciplents

yyyy-mm-gd

All Categonies

Subject

Community Reminder [g

HVAC Servicing Announcement [¢]

Community Reminder

Package Room Update 5]

Temparary Water Interruption |£

Building-Wide Notice
HVAC Filter Servicing [/
Amenity Booking Reminder
Scheduled Maintenance

Amenity Booking Reminder

Category

General Announcements

General Announcements

General Announcements

General Announcements

General Announcements

General Announcements

General Announcements

General Announcemants

General Announcements

General Announcemants

Status

Sent

Sent

Sent

Sent

Sent

Sent

Sent

Sent

Sent

Sent

Posted By

Michael Cuni

Michael Cuni

Super Admin

Super Admin

Super Admin

Super Admin

Jahn Smith

John Smith

Jahn Smith

Super Admin

33



Announcements Module

When creating a New Announcement, you can enable Include Pending Invites, add an Attachment, choose the Recipients,
set the Announcement Subject, and enter an Announcement Message (when inputting information here, be sure to paste
as plain text and use the in-app formatting tools (B, I, U, etc.). When selecting Recipients, you can choose to select
Building-Wide, a Specific Floor, Specific Roles or a Custom Group. Once you have entered the details, select Send
Announcement (to save the current announcement as a template, select save as template).

N ~ N
New Announcement ><
Recipients

Category * Select Category ™
Specify who will receive this Alert
Include Panding Invitas
Select Alert Recipients

Add Artachment [Max MEB Chopse File Mo file chosen...
@ Building-Wide
i Send to every resident in the building
Announcement Subject * Subject
@ Specific Floors
Date Yyyy-mm-dd =] Send to specific floors
Time —len O

Annguncement Message *

BIU = @ Specific Roles
Send to specific roles

g Custom Group
Send to a specific group of suites

Mote: If you are pasting information from a different location, please "Paste as Plain Text" by Create New Group Select Existing Group
right-clicking in the box after you have copied the text and selecting Paste as plain text.

Cancel

34



	Announcements Module
	The Announcements module allows you to view, create and send building-wide announcements to your residents. You can view an existing Announcement by selecting it from the list. To create an Announcement, select New Announcement.

	Announcements Module
	When creating a New Announcement, you can enable Include Pending Invites, add an Attachment, choose the Recipients, set the Announcement Subject, and enter an Announcement Message (when inputting information here, be sure to paste as plain text and use the in-app formatting tools (B, I, U, etc.). When selecting Recipients, you can choose to select Building-Wide, a Specific Floor, Specific Roles or a Custom Group. Once you have entered the details, select Send Announcement (to save the current announcement as a template, select save as template).


