Use “Add an announcement”. 
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The Uity AMI membership voted to approve the 2008 Home Area Network System Requirements Spedfication in March. Since then
minor updates to fx aramatical and speling errors have been made and to add an endorsements section. The current version...
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Then put in the Title and Body of the announcement. 

It’s probably better not to attach files; better to put links in the body. 

Get the shortcut in a different tab first, or in the clipboard. 
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Then enter it in “Address” after clicking on the link icon. 
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You can also use “Settings > Document Library Settings” (menu item) to clarify Document Libraries and other content (add descriptions, discussion items, etc.) 
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“Name, description, and Quick Launch” is shown below (as an example). 
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There are other settings as well… 
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A little exploring will usually do the trick, but if you don’t know, you might want to look for help. 

