
UM	Today	

An	integrated,	
campus-wide	
announcement	
system 



What do you need to say? 

•  Performance	tickets	are	available	
•  Today's	class	is	cancelled	
•  Your	midterm	grades	are	ready	
•  The	system	will	be	down	
•  Training	opportunities	are	coming	up	
•  Advisees	need	to	meet	with	me	
•  Come	to	the	game	tonight	
•  Staff	Council	wants	your	input	
•  Streets	are	closed	due	to	construction	



What do you need to hear? 

Announcements	come	
from	everywhere,	
filling	your	inbox	
throughout	the	day,	
making	it	difficult	to	
identify	important	
ones.	



Big Picture 



UM Today framework 

•  Message	formatting	
•  Announcement	Web	page	built	easily	
•  Attachments	
•  Scheduled	delivery	and	lifespan	
•  Announcements	delivered	in	single	email	
•  Messages	are	available	outside	the	Inbox	
•  Message	acknowledgment,	if	necessary	



Message Types 



Priority Categories 
�  Emergency Alerts (Crisis, bad weather…) 

�  My Messages & Alerts (Advising, class news…) 

�  Essential* (Chancellor, HR, Dean of Students…) 

�  Recommended* (Everything else…) 

* Message types in the Essential and Recommended 
categories may be prioritized by the recipient.  A "do not show" 
option is available for Recommended  message types. 
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Targetable groups 

•  Gender,	zip	code,	campus	
•  Student	classification,	program	of	study	
•  Department	affiliation	
•  EEO	categories,	employed	students,	etc.	
•  Roles	in	myOleMiss	
•  Your	students,	your	advisees	
•  Your	department's	students	
•  Employees/instructors	(now	or	future)	
•  Building	mayors	
•  Recursive	department/organization	selection	



Instructions  

Log	into	myOleMiss.	
	
Navigate:	
Employee	à	UM	Today	à	Administration	
	
	
Note:	If	you	plan	on	being	a	frequent	user,		
consider	adding	it	to	your	portal	bookmarks	
by	using	the	bookmark	icon.	



Instructions  

Decide the type of group to address, then… 
1.  Select format 
2.  Enter message and/or upload file 
3.  Choose recipients 
4.  Set options 
5.  Review message 
6.  Submit 



Starting page  



Step 1 – Select format  

The “event” option opens date/time, location, and other information so that 
the event can be listed on the campus calendar. 



Step 2 – Enter message   



Step 3 – Choose recipients   

Mutually 
exclusive 
selections.  



Step 4 – Set options   
l  Depending on your authorizations 

and earlier selections, you may see 
different options available. 

l  Validity dates define the lifespan of 
the message.   

l  Is it Bulletin Board-worthy? 

l  Confidential messages only send an 
alert via email, while the full 
message is given in myOleMiss. 

l  Message priority determines 
position of item within its message 
type. 

 



Step 5 – Review message   

l  Full details or attachments 
not yet in final location, so 
review of those isn't 
possible... yet. 

l  Use the “Preview 
Recipient List” link to 
determine if you've 
targeted the correct 
people. 



Step 6 – Submit message   

l  Once you've submitted the message, you can check it 
immediately in the myOleMiss version.   

l  If you see a problem, you can edit it and try again. 



Helpful Hints 

l  Understanding how the parts fit together  

Message 
Type 

Special  
indicators 

Summary 

Subject links to 
more details 

From  
address 

UMT  
message  
number 

First date 
this will be 
displayed 



Helpful Hints 

l  Subject and Summary are the two most 
important details since they are all that appear 
in the UM Today announcement list. 

l  Subject should be the 'title' of the 
announcement.  

l  Summary should contain a brief overview of 
the announcement. 

l  Indicate "campus event" if date and time 
information is needed. 



Helpful Hints 

l  Proofread your message, especially if you 
want it to appear on the Bulletin Board.  

l  Edit messages if you need to! 

l  View,	delete,	and	update	messages	in	your	accounts.	

l  Monitor	others	who	also	use	your	accounts.	



My Pet Peeve 

Assume your audience already understands what a link is 
and how to use it. 

l  Avoid references to the 'attachment' 
l  "See the attached for…" 
l  "Click the link to…" 

l  Instead, create interest: 
l  "Learn more" 
l  "Discounts available" 



•  Use	"Do	not	show"	option	to	prevent	repeated	
messages.	

•  Use	Preferences	to	prioritize	Essential	and	
Recommended	announcements	.	

And as a recipient… 

Do not show this message again 

"Do not show" Preferences 



UM Today 

… tomorrow, the world! 
 
 

For an overview and a copy of this presentation, go to 
www.olemiss.edu/today 
 
For assistance or authorization,  
contact the IT Helpdesk at 915-5222 or 
helpdesk@olemiss.edu. 
 
Send suggestions for improvement to it@olemiss.edu.  


