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Guide to Adding and Editing Announcements 
 

This guide will walk you through using the new “Announcements” feature within 
TRAIN 3.0. Announcements in TRAIN 3.0 are separate from Classic TRAIN, so any 
announcements you want to bring over from Classic TRAIN will need to be added 
to TRAIN 3.0. 
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1. If you have access to add announcements in TRAIN 3.0, you will see an “Admin” tab with you 
login. Click on this tab to bring you to the Admin section of TRAIN 3.0. 

 

 
 
 
 
 

2. In the Admin section, you will see a tile labeled “Blog Posts.” This is where you can add new 
announcements to TRAIN 3.0. From here you can click on the “Blog Posts” title to show you 
options, or click directly on the “Add new blog post” or “Find & Edit existing b..” links to allow 
you to add a new post or find and edit existing posts respectively.  
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3. When you click on “Blog Posts”, you are presented with the two options show below to either 
“Add new blog post” or “Find & Edit existing blog posts.” For the purposes of this guide, we will 
first go through the “Add new blog post” link. 

 

 
4. Click the “Add new blog post” link opens up a new blog post for you to create. If you click close 

at any point before saving, you will close out of the new post and it will not be saved. The first 
thing you will need to do is enter a Title for the post in the “Title” box. This will be the title of 
your announcement within TRAIN 3.0 
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5. Once you enter a title, the “Content” box will be available. This is where you enter the text of 
your announcement. The content box has a number of different HTML markdown functions. 
Each one is described below 

 

 

6. To use the button functionality, you can highlight the text you want to bold, italicize, or set as a 
header, then click the function button. 
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When you click the function button, it will add the correct formatting to the text as seen below.  

 

 

7. Below is an example of how to bold, italicize, set header, and make a numbered list. You can 
then hit the “Preview” button to see what your announcement will look like to a user. 
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Here is a preview of the text entered in the previous screenshot. 

 

 

 

 

8. Example of how to enter a numbered list. When previewed the list is indented slightly. 
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9. To enter a hyperlink, click on the “Hyperlink” function button and enter the web address then 
click the submit button. 

 

 

 

10. Below is the text formatting for a link. You use brackets followed by parentheses [Text](link). 
When linking to a course within TRAIN you can simply type “course/1041784.” For example [This 
is the text for the hyperlink](course/1041784). An example is shown below. 
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And a look at the preview: 

 

 

 

11. You can also insert an image through a link. Click the “Image” button, then copy in the image 
URL. 
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When you click the submit button, it will add in your hyperlink. 

 

 

You can then preview your image. 
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12. Use the “Attachment” button to attach an image to your announcement. 

 

 

 

You will then have to select the image to attach. 
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13. The next tab is “Common Information.” Once the post has been created it shows the “Created” 
and “Modified” information. It also allows you to De-Activate an announcement. This will make 
it no longer visible to users accessing TRAIN. 
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14. The last tab is “Availability.” Selections made here determine who on TRAIN can view your 
announcement. You can search through groups using the search box shown below. 
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Once you search, it will return all groups that include your search term. Use the page list and arrows at 
the bottom to navigate through the list. 
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To refine your list further, you can copy and paste a group path, as shown below, into the search box 
and click enter. 
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You will then only see your search group and those groups below your searched group.
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15. To add a group click the “Add” or “+” button to the left of the group name. It will appear under 
selected groups, where you can then remove it with the “Remove” or “X” button to the left of 
the group name. 
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16. Use the “Save” button at the top right to save your new announcement or any changes you 
made to your existing announcement. 

 

 
17. To search for existing announcement, go back to the Admin section, and click on the “Blog 

Posts” tile. Alternatively, you can click directly on the “Find & Edit existing b…” link to go directly 
to the search interface. 
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If you clicked on “Blog Posts” you will be presented with the below screen. From here, click on “Find & 
Edit existing blog posts” 

 

 

 

 

You will now see the search interface, filtered by Blog posts. You can click the bog post name to see the 
details of the blog post, or click the pencil icon to the left of the blog post name to go directly into 
editing the blog post. You can also click the arrow to the right of the blog post to see additional 
information about the blog post. If you want to see any inactive blog posts, use the “Show inactive” link 
found under the search box. 

 


