





Adding/Editing Management News Events

Control Panel > My Workspace > Management News

Adding / Editing Management News Events:

1. Go to Control Panel > My Workspace > Management News.
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2. Click on either the Tenant News or Staff News tab.

Note:
o See About Management News for a detailed description of each type of news entry.

Tenant News Staff News. | Affributes

Management News - 38 entries

[7]  Subject Start Date
AUGUST ~ ICE CREAM SCCIAL 214/2015
[[1  BLOOD DRIVE - TUESDAY, SEPTEMBER 15, 2015 91/2015
CANNED FOOD DRIVE 121412013

3. Click on Add to create a new event or Edit to change an existing event.

Tenant News | Staffhews | Attributes

Management News - 12 entries

| Subject Start Date End Date Active
7 BBQ Food Truck Event 7/15/2015 71152015 No
(] B8Q Sacisl 5/18/2014 ara/2014 No
[J Blood Drve 101372014 No
7] Biood Drve 8/18/2013 No
[[J Bring Your Graen To Work 12/28/2011 123172018 Yes

4. Enter the Subject and Content.
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e e (5 i = Jay One Corporate Tower |~
¢ — imvites you to join us
n a tenant luncheon!
2 This luncheon is to
show you, the tenant,
how much we
appreciate you here.
= Lunch will start at
7 11230 and will be
e® served until 1:00 pm, .r-v

Content



http://help.axisportal.com/tenanthandbook/tenanthandbook.aspx?pageID=703f34f6-7052-4f4f-ba15-abb394a62a27

Note:

o You can also add attachments to Management News events, such as PDFs and Word
documents (see below).

o Photos attached to new and current news events will be shown as attachments, but
photos can still be displayed in the body of the message by inserting the photo into the

body using the Image Manager (shown below).
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= The Management News events will be actively displayed on the My Workspace page
during these dates and will automatically be deactivated once it has expired.

o It may be reactivated by editing the event and changing the End Date to a future date.

6. Under Permissions, select which User Groups, Users, Buildings, and/or Tenants you

would like to view the message.

Permizsion Settings *

| User Groups |' Users Buildings | Tenants
Property Administrators Accounting
Property Managers Brokers
Security Directors
Tenants Document Library Administrator
User Regiztration Engineering
Ownership
Tenant Managers

[available tems] [zelected tems]

7. If you wish to embed Facebook and Twitter plug-ins with the Management News event, select

Enable Facebook and Twitter sharing.
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m‘ One Corporate Tower is pleased to
\D

introduce your new and improved
online building portal. This state-of-

Note:

o Only Management News events have the ability to Enable Facebook and Twitter

sharing.
= When this feature is enabled, users to the property’s My Workspace page will be able to

‘Tweet’ via Twitter or ‘Recommend’ via Facebook the Management News event.

[MANAGEMENT NEWS

lce Cream Social - Click WTweet | 0 i Recommend | |1

here for details

Ize Cream Social. Come enjoy some fine |
opportunity to meet your neighbors inthe

When: Friday, August 25, 2009 @ 200 -
Where: Main Lobby

For any guestions, pleaze contact Buildin:

8. Click on Submit, Save & Send, or Update Calendar (if editing an event).

I Submt lDe'e1e l Cancel Save & Send I Update Calendar |
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Note:

o Refer to Email Management News Event or Add Management News Event to Calendar for
additional information.



http://help.axisportal.com/tenanthandbook/tenanthandbook.aspx?pageID=37d278e0-9eb7-45d7-b09f-3187adaa49e8
http://help.axisportal.com/tenanthandbook/tenanthandbook.aspx?pageID=5af72d56-c4f0-43b2-81bd-8f69e0a9abf6

