
 

 

Announcements on htpc.org.uk 

What is an Announcement? 

Announcements are a useful way to display a message on the homepage either at short notice or share 

some information for a set period of time. 

For example, if a meeting was cancelled at the very last minute, it might be useful to put an urgent alert-

style message at the top of the page so that anyone looking to attend might see it! 

Announcements can also be used to add a message to the Notice Board: this is a special section halfway 

down the homepage for messages that might need to stay on the page for a while. For example, if there is 

an advance notice of a road closure, this isn’t exactly an urgent message but it would be useful to have it 

displayed somewhere for a period of time.   

All announcements must be created with an expiry date. This is so that they delete themselves 

automatically when they are no longer relevant or the event has passed etc. You can still delete 

announcements manually yourself and so you can set one with a long expiry date if you’re not sure how 

long it might be needed for. However, if you have a message that is more or less permanent, consider 

emailing me (jake@web-juggler.com) and we can make it a permanent part of your page (and style it 

differently!)  

Viewing Announcements 

You can view all the current announcements at the top of the announcements page. You can delete an 

individual message from here as well (it will get you to confirm before you delete it!) 

 

 

If you need to change an announcement, you’ll need to delete the existing one and then simply create a 

new one modified as you wish!  
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Adding a New Announcement 

You can add an announcement using the form at the bottom of the announcements page. You can usually 

type you message in here directly; however, the spell-check facility isn’t great so if you’re writing a longer 

message you could write it in MS Word and then just paste it in.  

 

Scrolling down, you can choose where you’d like this new announcement to be displayed. You can either 

choose to display it in the noticeboard or at the top of homepage as an alert (or tick both boxes to display in 

both areas!) 

 

You can also upload a document to be linked to the message. As with all the documents, this must be a 

PDF. For example, you could upload the official road closure documentation or a map for an event. At the 

moment you can only upload one document per announcement so please contact me (jake@web-

juggler.com) if you have a series of documents to share! 

Expiry Date (in the form dd/mm/yyyy) 

Type or paste your message here 

Optional: Click here to select a document to attach 

Make sure you click Publish to save and display this message! 
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