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Department Adjutants and Department Webmasters can now create announcements that will post to
the chapter or chapters in their state that they designate.

To do this, the first step is to navigate to the Chapter sites Announcements List. The URL (website
address) is in the following format:

http://www.davmembersportal.org/chapters/ky/Lists/Announcements/Allltems.aspx

Note that the URL above is for Kentucky. You will need to modify the URL to reflect your state. For
example, if you are in Ohio, the URL you would use is:

http://www.davmembersportal.org/chapters/oh/lists/announcements/allitems.aspx

The image below is what the Chapter Announcements List looks like. To create an announcement to
post on a particular chapter site, click on New.

Kentucky Chapters Welcome Lyn Colins = | @
This List ¥ Pad
Kentucky Chapters
DAV Members Portal Home | Kentucky Chapters:| Change Password | _site Actions - |
Kentucky Chapters > Announcements
[_3 Announcements
View Al Site Content Ise nouncements st to post messages on the home page of your site.
‘ New ~ )ans ~ Settings ~ View: Alltems > ‘
7 Recycle Bin =
< EEY ]
There are no items to show in this view of the "Announcements" list. To create a new item, click "New" above.

ANNOUNCEMENTS LIST

This will open a page for you to type in the specifics for your announcement:

Kentucky Chapters

@ Kentucky Chapters

DAV Members Portal Home Kentucky Chapters| Change Password

Kentucky Chapters > Announcements > New Item

Announcements: New Item

W Attach File * indicates a required field
Title *
Body | | |
| |
=

Expires =
Target * ALL

Target Chapters where this entry should be displayed. Use the

following format: (01), (02) or (All)

ANNOUNCEMENTS LIST — NEW ITEM


http://www.davmembersportal.org/chapters/ky/Lists/Announcements/AllItems.aspx
http://www.davmembersportal.org/chapters/oh/lists/announcements/allitems.aspx
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Certain fields are required. You must type in a Title and a Target. The Title can be whatever you want to
name your announcement. Inthe example below, | named it “My Important Announcement”. The
Target is the chapter number for the chapter site on which you want to post your announcement. In the
example below, | wanted this announcement to be posted only on Kentucky Chapter 01’s site, so |
entered the Target as (01). If | wanted it to post to all chapters in my state, | would type a target of (All).
Note that you must enter it in this format with parentheses in order for it to successfully post to the site.

Kentucky Chapters

Kentucky Chapters

DAV Members Portal Home | Kentucky €hapters | Change Password

Kentucky Chapters > Announcements > New Item

Announcements: New Item

OK | | Cancel
Ul Attach File * indicates a required field
Title * My Important Announcement
Body \ \ |
\ | |
Hello World!
Expires 6/30/2011 j
Target * (01)

Target Chapters where this entry should be displayed. Use the
following format: (01), (02) or (All)

| oK | | Cancel

ANNOUNCEMENTS LIST — NEW ITEM

The Body of the announcement is where you will type whatever message you want to put out to the
chapter(s). This field is a text box that allows you to format the message any way you like. You can
enlarge the font, or change the font color; you can create hyperlinks to link to other web pages; you can
insert pictures and so on.

The Expires field is where you can enter a date for the announcment to be removed from the chapter
site automatically. This way, you do not need to remember to delete the announcement when you no
longer want it visible on the chapter site. It will automatically come off the chapter site on the date that
you have selected.

When finished entering all fields, click on OK.
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The Announcements List page will display and you can see that your announcement has been added to
the list.

Kentucky Chapters Welcome Lyn Colins » | @
This List ~ »p
Kentucky Chapters Ed
DAV Members Portal Home | Kentucky Chapters:| Change Password | _site Actions - |
f Kentucky Chapters > Announcements
L& ] Announcements
e - Use the Announcements list to post messages on the home page of your stte.
- ‘ New =~ | Actions~ | Settings ~ View: Allitems -
& Recyde Bin D @ Tie Modified Target Expires
7 18 My Important Announcement ! Hew 6/16/2011 2:42 PM (01) 6/30/2011

ANNOUNCEMENTS LIST

Now, let’s see what the announcment looks like on the chapter site that we targeted. When we
navigate to DAV Chapter 1 in Lexington, KY we can see our newly created announcement on their
website.

I," Lexington #1

TO THE MEMN AND WOMEN WHO SERVED

Kenturlsy Cnapters > Lexingien £1
HOME Asl =
Announcements from Department
NEWWS My Important Announcement
Hello World!
ABOUT US
Announcements from DAV Headquarters
OFFICERS Voluntary Services Bulletin
To view the current Voluntary Services Bulletin please click here.
N Non Profit Advisor
To read current or previous issues of the MonProfit Advisor, please click here, e
EVENTS issue you would like view.
Upcoming Events!
PHOTOS Click here to check out upcoming events and future convention locations and d.
LINKS DAV Newsroom
Click here to stay current with DAV news updates, photos, articles, alerts and v
24 /7 Referral Source for Veterans and their families

CHAPTER SITE
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If we need to edit or delete the announcement, we simply navigate back to our Announcements List
page and click on the title for the announcement.

Kentucky Chapters

Welcome Lyn Colins » | @

This List ~ »p

@ Kentucky Chapters
DAV Members Portal Home | Kentucky Chapters:| Change Password | _site Actions - |

Kentucky Chapters > Announcements

| 8 Announcements

e - Use the Announcements list to post messages on the home page of your stte.

‘ New. = | Actions = | Settings = View: Allitems
& Recycle Bin

T
7 18 My Important Announcement ! Hew 6/16/2011 2:42 PM (01) 6/30/2011

ANNOUNCEMENTS LIST

Clicking on the title will display the announcement with a toolbar that allows you to create a new item,
edit the item, or delete the existing item.

Kentucky Chapters

Kentucky Chapters

DAV Members Portal Home | Kentucky €hapters | Change Password

Kentucky Chapters > Announcements = My Important Announcement

Announcements: My Important Announcement

= New Item | (2 Edit Item | 3 Delete Item A3 Manage Permissions | Alert Me

Title My Important Announcement
Body Hello World!

Expires

Target (01)

Created at 6/16/2011 2:47 PM by Lyn Colins
Last modfified at 6/16/2011 2:47 PM by Lyn Colins

ANNOUNCEMENTS — EDIT ITEM

If, for example, we want to edit this message, we simply click on Edit Item.

4



Disabled American Veterans

DAV Members Portal — Posting Announcements on Chapter Sites

This brings the announcement back up in the form so we can make changes to it. Here | have changed
my message from “Hello World!” to a message about watching for news and information. | have also
added a hyperlink to DAV.org and set this announcement to target to Chapter 00. (My test chapter site.)

Kentucky Chapters

Kentucky Chapters

DAV Members Portal Home | Kentucky Chapters | Change Password

Kentucky Chapters > Announcements > Welcome to our new Department Announcements! > Edit Item

Announcements: Welcome to our new Department Announcements!

e

() Attach File | X Delete Item * indicates a required field

Title * Welcome to our new Department Announcements!
Body | | |
[
Watch for important news and information from us here! For =
other information from DAV, visit: DAV.org
Expires 6/30/2011 =
Target * (00)
Target Chapters where this entry should be displayed. Use the
following format: (01), (02) or (All)
Created at 6 011 10:3 by Victor Santiago
Last modffied at 6/30/2011 10:00 AM by Lyn Colins

ANNOUNCEMENTS — EDIT FORM

Another option you have is Attach File. If you like, you can attach a document or file to go along with
your announcement. To do this, simply click on Attach File and upload your document.

Kentucky Chapters

DAV Members Portal Home | Kentucky Chapters | Change Password

Kentucky Chapters > Announcements > Welcome to our new Department Announcements! > Edit Item

Announcements: Welcome to our new Department Announcements!

[ OK ] [ Cancel ]

)( Delete Item * indicates a required field
TR

Welcome to our new Department Announcements!

Watch for important news and information from us here! For =
other information from DAV, visit: DAV.org

Body

ANNOUNCEMENTS — EDIT FORM
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Clicking on Attach File brings up the page to allow you to browse your system to find the document you
want to upload. Click the Browse button to do this.

Kentucky Chapters

DAV Members Portal Home | Kentucky Chapters | Change Password

Kentucky Chapters > Announcements > Welcome to our new Department Announcements! > Edit Item

Announcements: Welcome to our new Department Annhouncements!

Use this page to add attachments to an item.

Name

Browse...

OK ] l Cancel l

ATTACHMENTS

This will open Windows Explorer for you to browse your system and locate the file on your computer
that you want to upload. Once you have selected the file, click on Open.

» Lyn Collins » My Documents b

Organize ~  New folder
- Favorites Name Date modified Type : Size .
M Desktop “L Binder2.pdf 1/6/2009 9:27 AM Adobe Acrobat D 11,169 KB
Js Downloads “L BiteSizedTraining-Motivation.pdf 7/1/2010 9:05 AM Adobe Acrobat D... 1164 KB
=i Recent Places “L Case Management System User Manual.p.. 9/11/2006 934 AM  Adobe Acrobat D. 3717 KB

HL; ceridian_source_self_service.pdf 9/6/2005 1120 AM  Adobe Acrobat D 2585KB
B Desktop =L CMS quick reference.pdf 9/3/2008 1:55 PM Adobe Acrobat D 78 KB
- Libraries Hl Contributors User Manual.pdf 8/31/2005 911 AM  Adobe Acrobat D 1394 KB
‘. Documents =L Customer Satisfaction Survey.pdf 6/7/200511:15AM  Adobe Acrobat D, 9KB
& Music Hl Customer Satisfaction Survey_practice.pdf ~ 6/7/2005 3:54 PM Adobe Acrobat D. 234 KB
& Pictures =L Customer Satisfaction SurveyL.pdf 6/7/2005 4:14 PM Adobe Acrobat D 2898 KB
‘, Videos “L Darrell Brandon Mckinney - Hippa Traini 11/5/2009 &:31 AM  Adobe Acrobat D, 461 KB
R Lyn Collins “L DAV HIPAA Privacy Awareness Training - .. 4/5/2004 3:27 PM Adobe Acrobat D... 59 KB
& Computer “L DAV Members Portal Webmaster User M 7/24/2007 406 PM  Adobe Acrobat D, 3,837 KB
& Local Disk (C3) “L DAV_HIPAA Privacy_Awareness_Training_.. 4/13/2004 432PM  Adobe Acrobat D.. 85 KB
& DVD RW Drive (D?) L DAVFRAT Email Help.pdf 6/27/2007 11:36 A. Adobe Acrobat D 368 KB
< VoIl (\ERIE) (G} “L DAV's Computer Training Program Mem... ~ 3/10/2011 132PM  Adobe Acrobat D.. 266 KB
& Network “L DAVSL_Handout pdf 7/17/2008 10:45 A. Adobe Acrobat D 151 KB
A Control Panel “L Disc_workplace_report.pdf 7/6/2010 2:44 PM Adobe Acrobat D... 604 KB
% Recycle Bin “L Finding Your Files Guide[1].pdf 7/12/2010 3:40PM  Adobe Acrobat D, 599 KB
| Adobe Captivate 5 “L Fundraising User Manual.pdf 8/31/2005 9:.07 AM  Adobe Acrobat D... 1354 KB
“L Getting Around in Windows 7.pdf 7/12/2010 3:33PM  Adobe Acrobat D, 776 KB
“L Gift Processing User Manual.paf §/31/2005 913 AM  Adobe Acrobat D... 1723 KB
“L HEMIC_AND_LYMPHATIC_SYSTEM_pdf 10/25/2005 9:17 A. Adobe Acrobat D 58 KB
HL; HIPAA_training.pdf 4/7/2004 2:03 PM Adobe Acrobat D. 59 KB
"L hippa_training.pdf 12/11/2008 219 PM  Adobe Acrobat D, 101 KB
HL; Inbox.pdf 11/5/2009 8:34 AM  Adobe Acrobat D 483 KB
"L [T_newsletter_vob_issuelpdf 1/30/2008 426 PM  Adobe Acrobat D, 206 KB
HL; IT_newsletter_vo6_issue2 pdf 4/21/2008 10:41 A. Adobe Acrobat D. 197 KB ~
= DAVFRAT Email Help.pdf Date modified: 6/27/2007 11:36 AM Date created: 7/16/2010 8:22 AM
" Adobe Acrobat Document Size: 367 KB
File name: DAVFRAT Email Help.pdf

WINDOWS EXPLORER — BROWSE FOR FILE
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A page will open for you to add the attachment. Click on OK.

Kentucky Chapters

Kentucky Chapters

DAV Members Portal Home | Kentucky €hapters | Change Password

Kentucky Chapters > Announcements > Welcome to our new Department Announcements! > Edit Item

Announcements: Welcome to our new Department Announcements!

Use this page to add attachments to an item.

Name

C:\Users\mkc1\Documents\DAVFRAT Email Help.pdf

Co Do
S —

ATTACHMENTS

You will see your file path in the Attachments field.

Kentucky Chapters

Kentucky Chapters

DAV Members Portal Home | Kentucky Chapters | Change Password

Kentucky Chapters > Announcements > Welcome to our new Department Announcements! > Edit Item

Announcements: Welcome to our new Department Announcements!

[ oK I [ Cancel ]
Il Attach File | X Delete Item * indicates a required field
Title * Welcome to our new Department Announcements!
Body | | |
| \ | \

Watch for important news and information from us here! For  *

other information from DAV, visit: DAV.org
Expires ﬁ
Target * (00)

Target Cha be displayed. Use the
wing format: (01), (02) or (All)

Attachments C:\Users\mkcl\Documents\DAVFRAT Email Help.pdf [= Del
Created at 6/23/2011 10:37 PM by Victor Santiago [ oK I [ Cancel

Last modified at

/2011 10:00 AM by Lyn Colins
ANNOUNCEMENT FORM WITH FILE ATTACHED

Click on OK.
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You will now see your announcement on the Announcements List page with a small paperclip next to it.
This indicates that this item has an attachment with it.

Kentucky Chapters

Welcome Lyn Colins © | @
This List ~ »r
Kentucky Chapters
DAV Members Portal Home | Kentucky Chapters | Change Password m
Kentucky Chapters > Announcements
| & Announcements
View Al Site Content Use the Announcements list to post messages on the home page of your site.
‘ New =~ | Actions~ | Settings ~ View: Allitems - ‘
5 Recyde Bin =

,} 27 @/E\com?(o ‘our new Department Anneuncements! 6/30/2011 11:02 AM (00)

ANNOUNCEMENTS LIST

If we click on the announcement title, we will see the attachment name in the Attachments field. If we
click on the name, we can view the attached file.

Kentucky Chapters

Kentucky Chapters

DAV Members Portal Home | Kentucky Chapters | Change Password

Kentucky Chapters > Announcements > Welcome to our new Department Announcements!

Announcements: Welcome to our new Department Announcements!

= New Item | [ Edit Item | X Delete Item | 3 Manage Permissions | Alert Me

Title Welcome to our new Department Announcements!

Body Watch for important news and information from us here! For other information
from DAV, visit: DAV.org

Expires

Target 00

Attachments DAVFRAT Email Help.pdf

Created at 6/23/2011 v Victor Santiago
30/2011 11:02 AM by Lyn Colins

Last modified at ¢
ANNOUNCEMENT WITH ATTACHMENT

In this example, | uploaded a PDF document titled DAVFRAT Email Help. Clicking on the document name
link will allow you to open and view the document.
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Now let’s look at how to create a hyperlink (link to another web page) within our announcement. You
may have noticed that | created a hyperlink to DAV.org in the message. If we were to click on the
DAV.org link below, it would open the DAV webpage.

Kentucky Chapters

Kentucky Chapters

DAV Members Portal Home | Kentucky Chapters | Change Password

Kentucky Chapters > Announcements > Welcome to our new Department Announcements!

Announcements: Welcome to our hew Department Announcements!

= New Item | (2 Edit Item | X Delete Item | 23 Manage Permissions | Alert Me

Title Welcome to our new Department Announcements!

Body Watch for impd information from us here! For other information
from DAV, visi

Expires

Target (00)

Attachments DAVFRAT Email Help.pdf

Created at 6/23/2011 10:37 PM by Victor Santiago

Last modified at 6/30/2011 11:02 AM by Lyn Colins

ANNOUNCEMENT

To create a hyperlink, in the body of the message, use your mouse to drag and select the words you
want to use as the link. Then click on the hyperlink icon (looks like earth with a link on it).

Kentucky Chapters

ibers Portal Home | Kentucky Chapters | Change Password

Kentucky Chapters > Announcements > Welcome to our new Department Announcements! > Edit Item

Announcements: Welcome to our new Department Announcements!

[ OK H Cancel ]

{ Attach File | X Delete Item * indicates a required field

i *
Title Welcome to our new Department Announcements!

Body @ A9 ®@aE
A AllB I[U]E == | A v W

Watch for important news and information from us here! For  #
other information from DAV, visit:

/'

i
1]
Il
1
ik

ANNOUNCEMENTS — EDIT FORM
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A window will display with the text you highlighted, and an Address field. Type the URL of the web page
you want to link to and click OK. In this example, we wanted to link to the DAV.org website, so we typed
the address http://www.dav.org. Note that you must type in the complete URL with the http: etc. in

order for it to link successfully.

-

==

Address:

Text to display: DAV.org

http://www.dav.org

0K l ’ Cancel

A

CREATE HYPERLINK WINDOW

You can see that once we click OK, and view our message, that the words we selected are now blue,
indicating that there is a hyperlink to a web page. Now when someone reads the message and clicks on
the blue DAV.org, they will be taken to the DAV.org website.

Kentucky Chapters

DAV Members Portal Home

Kentucky Chapters | Change Password
Kentucky Chapters > Announcements > Welcome to our new Department Announcements! > Edit Item

Announcements: Welcome to our new Department Anhnouncements!

[ OK ] I Cancel l
1l attach File | X Delete Item * indicates a required field
Title * Welcome to our new Department Announcements!
Body [ ‘ ‘
| | | \
Watch for important news ang/fiformation from™ws here! For =
other information from DAV, \{sit: DAV.org
Expires E
Target * (00)
Target Chapters where this entry should be displayed. Use the
following format: (01), (02) or (All)
Attachments DAVFRAT Email Help.pdf = Delete
Created at 6/23/2011 10:37 PM by Victor Santiago [ OK ] l Cancel

Last modified at 6/30/2011 11:46 AM by Lyn Colins

ANNOUNCEMENT FORM WITH HYPERLINK

10


http://www.dav.org/

