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Creating and Viewing Announcements   

 

Market: Federal/State/Local, House, Senate  

Description:  These instructions teach users how to create and view announcements in 

IQ. 

 

Creating Announcements 

1. Navigate to Shortcuts > Announcements.  

 
 

2. Click Add Announcement.  

 
 

3. Select or enter information required in the Announcement window.  In the 

example below, the option for Specific Users, and Groups and Dept. is 

selected. 
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4. Click Save.  

 

Viewing Announcements via Shortcuts  

1. Navigate to Shortcuts > Announcements.  

2. View the list of announcements.  

Viewing Announcements via Home Module   

1. Navigate to Home > Announcements tile. 

 
 

2. View the list of announcements. 

 


