
User Guide: Announcements – Stay Informed and

Communicate Effectively

1. Executive Summary

This guide introduces you to the Announcements feature within the Communication Module, designed to simplify

how you send and receive important information. With Announcements, you can easily share crucial updates,

events, and alerts with specific groups or all users in your organization. This means less time spent coordinating and

more peace of mind knowing everyone is on the same page, ensuring smoother operations and better collaboration.

2. Introduction

In today’s fast-paced environment, staying informed and communicating effectively are critical for smooth

operations. You might be struggling to quickly share vital updates with your drivers, transport managers, or other

team members, leading to missed information or delays. The Announcements feature solves this by providing a

centralized, efficient way to broadcast messages.

Its purpose is to streamline communication by allowing you to:

Share important updates and alerts instantly.

Keep everyone connected and informed about transportation activities.

Distribute messages with different content types, like text, images, or audio.

What is the Communication Module? It's a powerful part of your Vehicle Tracking System that enables seamless

interaction among all stakeholders. Think of it as your central hub for real-time messaging, group discussions, and,

importantly, Announcements and alerts.

What are Announcements in Communications? Announcements are system-wide messages that you can share

with all or selected users. They are designed to inform users of important updates, events, or alerts efficiently.

3. Main Content (User-Focused Sections)

What This Means for You

Always Informed: Quickly receive and view critical updates, alerts, and events without delay.

Effortless Sharing: Easily create and distribute important messages to your team.

Flexible Communication: Share information using text, engaging images, or helpful audio clips.

Organized Information: Filter announcements by title or date, making it simple to find what you need.

Streamlined Operations: Better coordination across drivers, managers, and operators leads to more efficient

transportation activities.

Peace of Mind: Know that your team is receiving the right information at the right time.

Record Keeping: Access past communications for reference and better record-keeping.

How It Works

The Announcements feature provides a straightforward process to manage all your communications. At a high level,

you can add new announcements, modify existing ones, remove outdated messages, and search for specific

information.

Here's a visual overview of the process:
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Announcements Management Flowchart
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This flowchart illustrates the main paths you can take:

Adding New Announcements: You'll typically navigate to the Announcements section and use the "Add

Announcement" option to create a new message.

Managing Existing Announcements: Once an announcement is created, you can easily find it, then choose to

Edit its details or Delete it if it's no longer relevant.

Finding Information: The search and filter options allow you to quickly locate specific announcements by title or

date.

Exporting Data: You can also export your announcement list for record-keeping or further analysis.

Getting Started

Follow these simple steps to start using the Announcements feature:

To View and Filter Announcements:

1. Navigate to Communication and then open the Announcement sub-module.

2. On the Announcements list page, you can:

Enter an Announcement Title into the search bar to find specific announcements.

Use the availability calendar to select a specific date or date range to view announcements scheduled for

those times.

Click the "Filter" button (if available) to apply your search criteria.

Click "Clear Filter" to remove all applied filters and see the full list of announcements.

Click the Export button and choose your desired format (PDF or Excel) to download a report of

announcements.

To Add a New Announcement:

1. Navigate to Communication and open the Announcement sub-module.

2. Look for and click the "Add Announcement" button (usually located at the top-right side of the page).

3. You will be taken to the "Add Announcement" page.

4. Fill out the required fields:

Announcement Title: Enter a clear and concise title for your announcement.

Announcement Type: Specify the type (e.g., Urgent, General, Important).

Content Type: Select from Image , Audio , or Text . Depending on your selection, you will see options to

upload a file or enter text.

5. Click the "Submit" button to create and post your announcement.

To Update (Edit) an Existing Announcement:

1. Navigate to Communication and open the Announcement sub-module.

2. Locate the announcement you wish to modify from the list and click on it.
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3. Click the three dots (...) menu associated with the announcement.

4. Select "Edit".

5. On the "Update Announcement" page, modify the necessary fields (e.g., Title, Type, Content, etc.).

6. Click the "Submit" button to save your changes.

To Delete an Existing Announcement:

1. Navigate to Communication and open the Announcement sub-module.

2. Locate the announcement you wish to remove from the list and click on it.

3. Click the three dots (...) menu associated with the announcement.

4. Select "Delete".

5. A confirmation pop-up will appear. Confirm the deletion.

Key Features You'll Use

Search and Filter: Quickly find announcements by their title or by selecting specific dates on an availability

calendar. You can even use partial titles to broaden your search.

Add New Announcements: Create new messages easily, providing a title, type, and the main content.

Rich Content Support: Choose to include Text, upload an Image, or embed an Audio file within your

announcements, making your messages more engaging and informative.

Edit Announcements: Update details of previously posted announcements, ensuring information remains

current.

Delete Announcements: Remove outdated or incorrect announcements to keep your communication clear and

relevant.

Export Data: Download your list of announcements into PDF or Excel formats for offline viewing, reporting, or

record-keeping.

Preview Announcements: See how your announcement will look before it's published or after editing, ensuring

everything is perfect.

Common Scenarios

Urgent System Update: A transport manager needs to inform all drivers about a critical system update

scheduled for Friday evening. They can add a new announcement with an "Urgent" type, a clear title like

"System Update Tonight," and a text description, then submit it.

New Safety Guidelines: The fleet operator wants to share new safety protocols with drivers. They can create an

announcement with an attached image illustrating key safety points or an audio message explaining the new

rules.

Finding Past Events: A user remembers an announcement about a company event from last month but can't

recall the date. They can navigate to the Announcements page and filter by date range to easily find the

relevant message.

Correcting a Detail: An announcement about vehicle maintenance has a wrong date. The manager can quickly

edit the existing announcement, correct the date, and resubmit it to ensure accuracy.

Daily Briefing Check: A driver wants to see all announcements scheduled for today. They can use the

availability calendar to select the current date and view only today's relevant messages.

Reporting on Communications: An administrator needs a list of all announcements published last quarter. They

can filter by the date range and then export the data to an Excel file for their report.

Vehicle Tracking
Title: Announcements

Generated: 10/22/2025, 6:19:23 PM

vehicletracking.qa © 2025 Vehicle Tracking. All rights reserved. 4 / 11



What to Expect

After Creating a New Announcement: Your new announcement will be successfully saved and displayed in the

Announcements list. It will also be visible to all assigned users in their communication panel or notification

section.

After Editing an Announcement: The announcement details will be updated with your new information, and the

revised announcement will be shown in the list.

After Deleting an Announcement: The announcement will be permanently removed from the system and no

longer appear in the list.

After Filtering Announcements: Only announcements matching your title search or selected date range will be

displayed. If no announcements match, you might see a "No results found" message.

After Clearing Filters: All filters will be reset, and the complete list of announcements will be displayed again.

After Exporting Data: A file (PDF or Excel) containing all announcement data will be generated and downloaded

to your device successfully. If no announcements are available, you'll see a message like "No announcements

available for export."

When Entering Dates: The system will only accept valid date formats. If you enter text or an invalid date, an

error message will appear, and you won't be able to proceed until a correct date is provided.

Business Rules & Constraints

Access Control: Only authorized users can access, view, edit, or delete announcements. If an unauthorized user

tries to access the Communication module or any announcement feature, the system will prevent access and

display an error message like "Access Denied" or "Unauthorized User."

Date Input Validation: When entering dates (e.g., for filtering or scheduling an announcement), the system

strictly validates the input. You cannot enter non-date values (like text). An appropriate error message will be

displayed if an invalid format is attempted. The system also supports setting announcements for future dates

without issue.

Content Types: When creating an announcement, you must select one of the predefined content types: Image,

Audio, or Text. The interface will adapt to allow the appropriate input (e.g., file upload for image/audio, text area

for text).

Partial Title Search: When searching for announcements by title, the system is designed to display all

announcements that contain the partial title you entered, making searches flexible.

No Data Export: If there are no announcements available in the system, attempting to export data will result in a

message like "No announcements available for export," and no file will be generated.

Cancellation Behavior: If you are adding or editing an announcement and click "Cancel," the system will discard

all entered data. The announcement will not be saved, ensuring no partial or unintended messages are posted.
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4. Visual Elements & Supporting Information

Announcements Search and List Page

This page is your central hub for viewing, searching, and managing announcements. You'll see a list of all current

announcements, along with options to find specific ones or export your data.

Field Validation Table: Announcements Search

Field Name Mandatory Field Type
Data

Type

Field

Size

Is

Editable
Description

Announcement

Title
No Text Input String Varies Yes

Use this field to search for

announcements by title or

partial title.

Availability

Calendar
No Date Picker Date N/A Yes

Select a date or date

range to filter

announcements by their

scheduled date.

Export Button No Button/Dropdown N/A N/A N/A

Click to download

announcements data in

PDF or Excel format.

Filter Button No Button N/A N/A N/A

Applies the entered

search and date criteria

to filter the list.

Clear Filter

Button
No Button N/A N/A N/A

Resets all applied filters,

showing all

announcements.
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Announcement Deletion Confirmation

This screenshot represents the confirmation step you'll encounter when you choose to delete an announcement. It's

a crucial step to prevent accidental removal of important messages.

(Note: This page typically presents a confirmation prompt (e.g., "Are you sure you want to delete this

announcement?"). It does not usually contain general input forms for data entry, therefore a Field Validation Table is

not applicable here.)

Update Announcement Details Page

This is the page where you can modify the details of an existing announcement. It provides fields to adjust the title,

type, and content of your message.

Field Validation Table: Update Announcement Details
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Field Name Mandatory Field Type Data Type
Field

Size

Is

Editable
Description

Announcement

Title
Yes Text Input String

Max

255

chars

Yes

The main title or

subject of your

announcement.

Announcement

Type
Yes

Text

Input/Dropdown
String Varies Yes

Categorizes your

announcement (e.g.,

Urgent, General,

Important).

Content Type Yes Dropdown String N/A Yes

Select whether your

content is Text, Image,

or Audio. This changes

the input field below.

Content

(Text/Upload)
Yes

Text Area/File

Upload
String/File Varies Yes

The main message of

your announcement.

This will be a text area

for "Text" type, and file

upload for "Image" or

"Audio" types.

Submit Button No Button N/A N/A N/A
Saves your updated

announcement.

Cancel Button No Button N/A N/A N/A

Discards any changes

and returns to the

previous page.

Preview No Label/Button N/A N/A N/A

Allows you to see how

the announcement will

look before saving.
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Add New Announcement Page

This page allows you to create and publish a brand-new announcement. You'll specify the title, type, and the content

of your message here.

Field Validation Table: Add New Announcement
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Field Name Mandatory Field Type Data Type
Field

Size

Is

Editable
Description

Announcement

Title
Yes Text Input String

Max

255

chars

Yes

The main title or subject

for your new

announcement.

Announcement

Type
Yes

Text

Input/Dropdown
String Varies Yes

Categorizes your

announcement (e.g.,

Urgent, General,

Important).

Content Type Yes Dropdown String N/A Yes

Select whether your

content will be Text,

Image, or Audio. This

will change the input

field below.

Content

(Text/Upload)
Yes

Text Area/File

Upload
String/File Varies Yes

The main message for

your announcement.

This will be a text area

for "Text" type, and file

upload for "Image" or

"Audio" types.

Submit Button No Button N/A N/A N/A
Publishes your new

announcement.

Cancel Button No Button N/A N/A N/A

Discards the new

announcement and

returns to the previous

page.

5. Summary & Benefits

The Announcements feature is a vital tool within your Communication Module, designed to bring clarity and

efficiency to your daily operations. By enabling seamless, real-time sharing of crucial information—whether it's an

urgent update, a new policy, or an important event—it ensures that every relevant stakeholder is always in the loop.

The key benefits you gain are:

Improved Coordination: Everyone involved in transportation activities, from drivers to managers, stays

connected and well-informed.

Reduced Miscommunication: Clear, targeted messages, supported by various content types, minimize

misunderstandings.

Time Savings: Quick creation, editing, and distribution of announcements cut down on manual communication

efforts.

Better Decision-Making: Access to timely and relevant information empowers faster, more informed decisions.

Enhanced Accountability: A centralized record of communications helps with tracking and record-keeping.
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By leveraging Announcements, you're not just sending messages; you're building a more informed, coordinated, and

efficient operational environment.
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