Creating an Alert
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I nfor mation
As acommunity administrator, you have the ability to post pieces of information to your users home pages.

Alerts help make your content more visible and promote traffic because Alerts appear in a prime location that
users are highly likely to see!

@ KNOWLEDGE STATE Q, search..

Explore Knowledge State

Update your Interests! Campus Center Hours of Operations
Make sure you update your interests in your profile to discover new organizations and From 5/15/23 - 8/18/23, the Campus Center will be open
events suited specifically for you! Tpm and be closed on the weekends.

To create an Alert, navigate to the Admin view from the Navigation Bar on the |eft-hand side of your screen,
select the Configure dropdown, and then select Alerts.

Click the "Create Alert" button to start the process. Y ou then have the ability to give your Alert atitleand a
description using the rich text editor. The text you enter here will display on the home page, and must be
fewer than 200 characters in length.



Alerts

Create Alert

Title

Message 200 characters remaining
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If you want to promote an administrative form within your alert, you can do so by using the hyperlink feature
in the rich text editor. First, navigate to the form by selecting Manage and then Forms. Find the form you
wish to link to your Alert and click Publish.

Summary Organizations « Events - Users + Elections + Finance Curriculums « Manage § =

== Create Form
‘ Active ‘ Archived
Archive
Name Start Date End Date
. B ‘
SGA Officer Applications 2/5/2017 1:.00PM  3/6/2017 1:.00 PM  Copy Publish  Submissions
1 unapprove

Activities Fair Sign-Up - Freshman 9/28/2016 10:00 8/31/2017 415 Copy Publish ~ Submissions
AM PM

Activity Fair 2/22/2017 1:30 3/22/2017 1:30 Copy Publish
PM PM

Thiswill generate a public link to your form that you can copy and paste to use in your alert. Return to your
Alert and highlight the text where you want to insert the form link. Click the icon on the far right of your
toolbar that says "Insert/edit link" and paste the copied URL. If you want the form to open in a new window,
be sure to select "New Window" next to "Target."
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Alerts

Create Alert

Title |5G& Officer Applications

Message 104 characrers rémaining
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SGA Officer Applications are ofMcially available! Click] here 1 Al aut am apglication!

Y ou can have as many alerts created in the system as you'd like, but only 3 can be active and shown on the
home page at a given time. Y ou can choose which Alerts show on the home page by switching them from
Inactive to Active.

Alerts

Active alerts will be displayed on the Home Page. Only three alerts can be active at once.

Name Status

Activities Night Active @
Bikes Fall Semester Active @
Flu Shots Inactive @

KB Product
Engage
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