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Rowan Announcer Submission Manager

1. Log into rowan.edu/selfservice.

Rowan Announcer Approval

Training & Instructional Support
www.rowan.edu/irt-training

Rowan Announcer messages.

2. On the Main Menu, select “Rowan Announcer
Management Tools.”

4. You will see a list of submitted and already approved

5. Separate Editions are located at the bottom of the

page. These are the “Extra Editions” that will go out the

3. Select “Rowan Announcer Submission Manager.”

Select Message to Approve

same day, each in a separate message.

6. Select the title of a message that you need to approve in the Messages Not Ready for Distribution table or

Separate Editions Not Ready for Distribution table.

Rowan Announcer Submission Manager

Messages Not Ready for Distributiorﬂ_{ Messages not yet approved

essages for dlsirlhullon

: These are the current unapp)
s at d have al to today will not show up

Date and Time Submitted Title

Submitter

December 21, 2017 2:18 PM Job Opportunities

Cifaloglio, Courtney Ann

December 21, 2017 3:20 PM Attention Smokers! Looking to Quit?

Raiff, Bethany Ruth

December 22, 2017 11:50 AM College of Humanities and Social Sciences Annual Report

Fleming, Stephen Rohit

December 22, 2017 12:52 PM Amazing Thailand - Summer 2018 - July 3rd - 14th, 2018

Quinesso, John J

December 26, 2017 10:20 AM New Year..New You Technology Skills

King, Erica Rosenthal

Messages Ready for Distribution 4_‘ Messages already approved

NOTE: These are the current approved messages for distribution.
essages that do not have a

equal to today will not show up

Separate Editions Not Ready for Distribution

NOTE: These are the

current unapproved sepa:

Py ok it St et i Wttt i il B sy vl st sl
Date and Time Submitted

rate editions for distributi

[December 21, 2017 3:20 PM

Separate Editions Ready for Distribution

NOTE: These are the current approved separate editions for distribution.
ates greater th:

Messages that do not have any

an or equal to today will not show up

[Attention smo

Date and Time Submitted

August 18, 2017 10:12 AM

A Message from the Office o

December 13, 2017 2:15 PM

2018 Rowan Research, Schq

December 13, 2017 2:23 PM

2018 Rowan Univ. Faculty S

Date and Time Submitted Title Submitter

Approver

November 30, 2017 1:40 PM Scholarship Nominations Now Open - IIE Department Cormier, Mary S

Approver not yet saved

December 5. 2017 11:01 AM MEDI IFE Service Trin--Spring Break

Marva. Gary Alexander

pprover not vet saved

Create an “Extra Edition” Message

7. Once the message is opened, there is a button to the
right of the note section to “Switch to

separate edition.” This option is to switch a

regular announcement to an “Extra Edition”, /f needed.

8. If you change a regular message to a separate edition,
you must go back to the Submission Manager and start
back at step 6 above.

Approve the Rowan Announcer Message

Category: Official

Note: This is currently a regular announcement

Distribution Audience: Employees

Rowan Announcer Submission Editor

Title: New Year..New You Technology Skills

Switch to separate Q\on

N

Rowan Announcer Submission Editor

Message Now ‘Separate Edition"

Go Back To Submission Manager

9. Towards the end of the message you can find
distribution dates and submitter information.

10. At the very end of the submission is the

Ready for Distribution? checkbox. To approve the
message for distribution, click on the checkbox, then click
the “Update” button. To remove the message, do not
click the checkbox and then click the “Remove” button
instead.

11. Messages that are not approved or removed are moved
to “Orphaned Messages” once the distribution dates have
passed. This section is located on the bottom of the
Rowan Announcer Submission Manager page.

Approvers can see this
category however,

those who are e o b
submitting cannot. e

December 21, 2017 2:19 PM
December 212017 3:20 PM

"Orphaned" Messages

v but ne longer have
o that they can be re

Winter Session,

trention Sm

Distribution Dates:
Date 1: 01/02/2018
Date 2:
Date 3:
Date 4:

Additional Distribution Dates:

Additional Date 1:
Additional Date 2:
Additional Date 3:
Additional Date 4:

Event Information:
Not Applicable

Update

Event Information:
Mot Applicable

Submitter Information:
Name: Erica King
E-mail: kinge@rowan.edu

Ready for Distribution?:

=

Remove

/

/

Submitter Information:

MName: Erica King

E-mail: kinge@rowan.edu

Ready for Distribution?:

Update

/

Remove




Rowan Announcer Submissions

With the new Rowan Announcer system, only staff and faculty can submit a Rowan Announcer. Students will need to
use the ProfLink system for message distribution.

Submit a Rowan Announcer Request

1. Log into rowan.edu/selfservice. e e o s rogarding your smmouncamene
2. On the main menu, click on the “Employee” tab to Not Applicable?

submit a Rowan announcer to distribute. Event Name

Event Location:

Event Date

3. Click on “Rowan Announcer Submission.” Event Start Time: O~
Event End Time: v v v | End Time N/A:
4. Fill out the form making sure to include your distribution

Submitter Information:

audience, title, category, the body of your message, Name: Erica King
contact information, dates to be distributed, event L’EP“T'“C"“ iRT’gﬁ‘“‘"g 5;'“@5
. . . . . . -mail: inge@rowan.edu
information if applicable, and any information that needs to
be included. Entering “Event Information” information Questions / Information for the RATnoUNcer Editor:
addS an “Add To My Calendar” optlon tO the Limit is 350 characters, _Characters remaining: 350
announcement. This section in the Rowan Announcer submission screen
is available if you have information you would like your
5. Click “Preview & Submit”. Approver to know regarding your submission.
e 4
Review Submission By submitting this request for message delivery I acknowledge reading and accepting all guidelines.
Click 'Submit' to confirm your submission or 'Go Back' to make Breview, & Submic
changes

Spring 2018 Training

6. After reviewing your submission, Click “Submit” if your message is
ready or “Go Back” if you need to make changes. You will not be able
to change the message once it is submitted.

7. You will receive an email when your message is submitted and then
another one when it is approved.

submit | Go Back:

Remove Rowan Announcer Submissions

1. In the Banner Self Service “Employee” menu Rowan Announcer Submission Manager
choose “Rowan Announcer - Your Submissions.”
2. You will see a menu of your current Your Current Submissions
submissions. To see a specific submission click on , o
. NOTE: These are your currently submitted messages for distribution.
the tltle Messages that do not have any distribution dates after today will not show up.
If you are visiting this page after 5:00 p.m., then all submissions that do not have any distribution dates after tomo|
up.
Date and Time Submitted Title

December 28, 2017 3:42 PM [Test - Training Classes

Additional Distribution Dates:
Additional Date 1: Ad
Additional Date 2:
Additional Date 3:
Additional Date 4:

Event Information: 3. At the bottom of this screen you will be able to tell if
Not Applicable your submission has been approved for distribution.
Submitter Information:

Name: Erica King 4. You can remove your message by clicking on the
E-mail: kinge@rowan.edu “Remove” button.
guestions / Information for the RAnnouncer Editor:

one

Approved for Distribution?: No

\

Remove




