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Posting Announcements 
 

The Announcement feature can be used to inform students of upcoming lectures 
or meetings, exams, or any other information you want them to view in a timely 
manner. 

1. Select and log into the course for which you would like to post an 
Announcement. 

2. Click on the Control Panel button on the left side of the screen to view 
course management options. 

3. Click on Announcements in the Course Tools section of the Control 
Panel. 

 
4. Click on the Add Announcement button to open the Add Announcement 

page. 
 

 
Announcement Information 

1. Enter the subject of your announcement in the Subject field. 

 
2. Enter the text of the announcement in the Message field and select the 

type of text you are entering.   
a. For example: 

i. Use the Smart Text option for text that may include a link.  
The link does not need to include HTML tags as long as a 
space precedes the link. 

ii. Use the Plain Text option for text that does not contain any 
links or special formatting. 

iii. Use the HTML option for text that contains HTML formatting 
tags.  Ex.  <B>bold</B> 

Announcement Options 
The Announcement Options allows you to specify whether the announcement 
will display on the main page of the course as well as the length of time the 
message will appear.   

1. Select Yes to always display the announcement on the course’s main 
page. 
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2. To specify the first date/last date and time on which the announcement will 
appear, click on the Display After and the Display Until checkboxes and 
use the pull-down menus to select a date and time. 

 
 

3. Alternately, you can select a date by clicking on the calendar icon to the 
right of the each date pull-down menu to open the Calendar: SelectDate 
window.   

 
 

4. Select the Display After date by clicking on a desired date.  Close the 
Calendar: Select Date window and then repeat process for Display 
Until. 

 
Linking the Announcement to Another Location 

1. If you want to link the announcement to another section of the course, 
click on the Browse button. 

 
 

2. When the Course Map appears: 
a. Click on the plus (+) sign to the left of a location. 
b. Click on the radio button to the left of the item you want to link to 

the announcement. 
c. Click on Submit. 

 
3. Click on Submit to complete the Add Announcement process. 
 

 
 

4. The announcement will appear in the Announcement Receipt window.  
Review the announcement and click Submit. 
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Modifying/Deleting Announcements 
The announcement can be later modified and/or deleted by accessing the 
Control Panel of the course.  To modify, click on Announcements, find the 
announcement and select Modify.  To delete, click on Announcements, find the 
announcement and select Remove. 

 


