Posting A Course Announcement

Login to my.northwood @ttp://my.northwood.edu-Click the My Courses/Orgs Fabcate the Course List moduBdick
the Course Name (link) to which thanouncements to be addedand then follow these steps:

1. ClickControl Panefrom the Course Menu
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2. From theCourse Toolanodule, ClickSyllabus
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3. Clickthe +Announcement button
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4. Complete

“Subject

Message

@ Options
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@ Announcement Information

Permanent announcement? ¢ Yes & No
Choose date restrictions

V' Display

Click Browse to choose an item

No announcements found.

theAdd Announcementscreen
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IEnter the Announcement Title or Subject Here
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Enter the announcement message here--welcome, directions on what to do next, expectations are
good opening class topics. The tools that head this box allow you to be creative!

Text files, images, audio, video and flash files can be added within this text box space!
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“[Path: body » p » font

After

Location: |/Syllabus Erowse )

@ Email Announcement
Email will be sent immediately to all course users. Note that Course Links will not be included in the email

¥ Email this announcement to all course users

—
Begin with area #1 Announcement Information agrter a Subject/Title for the message
Enter the message in the text baxtext box tools may be used to add emphasis and a different file
types, including text, image, video, audio and flash files
Move to area 2 Options and choose to make the announcement permanent or moli display

continually and all other announcements added will be found following the permanent
announcement.
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Enter the announcement message here--welcome, directions on what to do next, expectations are &l
good opening class topics. The tools that head this box allow you to be creative!

Text files, images, audio, video and flash files can be added within this text box space! J
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@ Options
Permanent announcement? ¢ Yes & No
Choose date restrictions

V' Display After

© Course Link

Click Browse to choose an item

Location: |/Syllabus SEneT)

@ Email Announcement

Email will be sent immediately to all course users. |} ks will not be included in the §mail

¥ Email this announcement to all course users
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d. Choosedate and time restrictiongamount of time announcement willlisplayon the opening
screen of the course. The default if no restrictions are selected is 7 Gagsystem is
programmed to display messages on the opening scree®@NLY 7 days even when longer time
frames are chosen. Tasplay on the opening screen for periods longer than 7 days, you must make
the announcement permanent
e. Move to area #3 and click the Browse button to choose a location within the course menu that will
be a link from the announcemearear directlymoving the student to a desigited location within
the course menu.
f. Move to area #4 and Check the box preceding Email this announcementtuEe users when
the announcement is completed and submitted an email to each student in the course will be
generated. Note anemail will always be sent immediately if this option is selected, even if the
announcenent is dated to display at a future time.
Move to the #5 area and Click the Submit button in the lower right corner
Click OK at receipt page
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S FOR FACULTY (TRAIN-VT) > CONTROL PANEL > ANNOUNCEMENTS
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Tue, Dec 02, 2008 -- Add Subject or Title Here
Add Message Here
Course Link: _/ Syllabus fzroslls Matzke

i. Review thesubmitted announcement
j.  Click Modify to make changes and then resubmitdmplete the creation proces®r Click OK to
add the announcement to the course

5. Student view of added announcement to an individual course
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