
Viewing Announcements on the Home page 
1. A summary of the most recent posts in the Announcements tool can be made 

available on the Home page. 

 
2. By default, users can click an announcement's title to view more information.  

Click the Return to List button to collapse the announcement. 

 

 



 
3. You can change the default behavior by changing the options. 

 



a. Checking Show announcement body will reveal more information to users.  
Select the number of body lines you want your users to see on the Home 
page. 

 
b. You can limit the access to older messages by typing the numbers of days 

in the past that will be shown and indicating the maximum number of 
announcements to be shown on the Home page. 

 
c. Click the Update button to save your changes. 
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