
Daily Bulletin – Adding Items 
1. Log onto PowerSchool at https://powerschool.cmcss.net/admin 
2. On the Start Page, click Special Functions from the menu on the left 
3. Click Daily 

Bulletin 
Setup.  The 
Daily 
Bulletin 
Setup page 
appears. 

4. Click New at 
the top.  The 
Daily 
Bulletin Item 
Page 
appears. 

 
5. Enter Item 

Information. 
Item Title – title describing the item 
Date Range – the dates you want this item to appear using the format mm/dd/yyyy 
            *Note- If you submit a date range using an incorrect format, the date is submitted as a  
              blank entry 
Target Audience – Choose audience for item 
           Public: Everyone can view the item, including parents and students 
           Teachers:  only PowerTeacher and PowerSchool administrative users can view the item 
           Admin:  only PowerSchool administrative users can view the item 
Sort Order – Enter a number determine order in which the system will display the item relative 
to other items.  The lower the sort order number, the higher the item appears on the daily bulletin. 
           *Note – you can use 0 or negative numbers to put things at the top of the list of items.   
            If two items have the same sort order number, the first one created will appear first. 
           Audience does not affect the sort order. 
Item Body – enter the text of the item, the bulletin message 

Click Submit. 
 


