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2.6 Announcement Builder

A link to the announcement builder can be found in the administrator’s Work Area. Administrators can send
announcements to all MEC users. Teachers can also create announcements but they can only send them to
their own classes.

2.6.1 What are announcements and where do they go?

Announcements are simply short texts which you can publish in MEC. A new announcement will appear in
the announcements area when a learner, teacher or administrator (who is in the same Group(s) as you) logs
on. To see the most recent announcement, click on the Announcements pane in the Work Area. See the
example below.

>

Announcements allow you to keep in touch with all users of your MEC. You can create announcements
which are visible to both learners and teachers, or you can create announcements which only teachers see.

Teacher announcements are useful for:

B Informing teachers when courses become active or are about to be withdrawn.
B Informing teachers of content updates, such as new Word Games or News Items.
B Reminding teachers about MEC features which you think they might be overlooking.

B Providing tips and ideas on how to get the best out of the system.

Learner announcements are useful for:

Welcoming new classes to the system.
Informing the learners of content updates, such as Word Games and News Items.
Reminding learners of the Word of the Week feature in the dictionary.

Adding informal content, such as very short jokes or ‘did you know’-type interesting facts.

Providing tips and ideas on how to get the best out of the system.
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2.6.2 Creating announcements
To create an announcement, click on ‘Announcements’ in your Work Area. This will take you to a list of
existing announcements, like the one shown here.

‘@ Macmillan
English Campus = {__steph Admin
WORK AREA SEARCH COURSES TESTS & EXAMS GAMES

Work Area > Announcements

Path

Sent v - All ¥ Entries per page m Display entries

A Announcement Publish Withdraw Classes Sender Action
Date Date

] Social Event 08-Oct-2007  15-Oct-2007  14_CLA_00001, Steph Admin Edit

= 14_CLA_00002, Delete

14_CLA_00003 Publish

There is a social event organised for this evening -
everyone is welcome! If you wish to attend please
meet in the reception area of the school at 7pm this
evening.
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The screen will be blank if you have not yet published any announcements.

Notice that you can ‘Edit’ or ‘Delete’ existing announcements by choosing these options from the
announcements list screen.

To create a new announcement, click on the red ‘New announcement’ button at the top right hand side of
the screen. You will be taken to the announcement builder screen, which looks like the one shown here.

@ Macmillan
English Campus (_ steph Admin
WORK AREA COURSES TESTS & EXAMS GAMES

Path: Work Area > Announcements > New Announcement

(?) Publish Announcements @
Title*: Publish Date*: 08-0ct-2007 il Pubiish now |
Withdraw Date*: [09-Oct-2007 il Expire now |

Message: Send to*: ] @
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Give the announcement a title and write the text of the announcement in the box provided. Choose which
audience (students or teachers), and which class(es) you want to address. If you choose students, teachers
in their class will also see the announcement. The 'Edit' button will take you to a list of users and classes
where you can select the announcement recipients.

Decide on a publish and withdraw date by clicking on the calendar icon and selecting a date. Click on the <
or > button to go back or forward by one month; click on the << or >> button to go back or forward by one
year.
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