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Directions: 
 
 

1. To delete an 
announcement click on the 
Announcements Link on the 
left hand side of the page. 

 

 

 

 

 

2. The quick way to delete a 
single announcement is to 
select the drop down menu 
by clicking on the down 
arrow and select Delete. 
 
 
 
3. Click Okay 
 
 
 
 
 
 
 
 
 
4. The correct 
announcement should 
remain in the queue. 
 
 
 
 

 
Diagram: 
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5. To delete multiple 
announcements, you may 
select the announcements 
you want to delete and click 
the delete button at the 
bottom of the queue. 
 
 
 
 
 
 
 
 
 
 
 
 
13. Click OK. 
 
 
 
 
 
 
 
 
14. The messages will be 
removed from the queue. 
 

 
 

 
 
 

 
 
 

 
 

 


