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Adding Announcements from a Course 

Announcements can be used to provide welcome, explanatory, guiding, updated, reinforced, 
congratulatory information discussed in class or provided in other course documents like the 
syllabus.  Announcements are a great way to immediately engage students and provide 
expectations regarding using an online course site to supplement learning in face-to-face 
classes.  

1. From a course menu, Click Control Panel. 

 

2. Click the Announcements link from the Course Tools module. 
 

 

3. Click +Announcement from the Add bar. 

 

4. Type a topic or subject in the Subject field. And enter the message in the message 
Text field. 
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5. The default announcement length that displays to users is 7 days.  Permanent 
announcements will always display to the user. 

 

6. To direct your students to a particular item/area in the course, i.e. the course syllabus 
or upcoming test, Click Browse to open a course map and select the location within 
the course you would like the link to take the student. 

 

7. Relatively new to Announcements is the Email Announcement feature which 
allows the instructor to send the Announcement immediately to all course users via 
email.  Simply check the “Email this announcement to all course users” checkbox. 
NOTE: If you use this feature, the email is sent immediately and is not regulated by 
any date/time restrictions that may have been chosen in step 5. 
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8. Click Submit. 

 

 

ADDING ONE ANNOUNCEMENT TO MULTIPLE COURSES AT THE SAME TIME 

Use the Add Course/Org Announcement tool found on the My Tools page to post an 
announcement to more than one class at the same time. 

1. Click the My Tools tab and then Add Course/Org Announcement from the 
Announcement/Calendar Interface module. 
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2. Choose the courses to post the announcement to (hold the control [Ctrl] button on 
your keyboard and click to select the appropriate courses)  

 

3. Complete the message and click the “Submit” button.  A simultaneous email cannot 
be sent using this tool. 
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4.  A  Review screen confirms the classes and the announcement posted to each.  

 


