Create Announcement

In this instance we will add an announcement to our course.

Step 1:

Either Click Announcements under Or
The Control Panel, Course Tools

# Control Panel

# Course Tools

Click Announcements on the Course Menu

Announcements
Blog or Wiki
Blogs
Collaboration
Contactz
Course Calendar

Step 2: Click the Create Announcement button.

Announcements

Create Announcement

1 No Announcements found.

Step 3: Complete Area 1.

% Indicates a required field.

Announcement Information

Add Subject

# Subject

Message
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Add Message

Welcome to CIS 110. Please click the buttons on the left side of the screen to review
the course.

[ Path: body




Create Announcement

Step 4: Complete Area 2.

Select to make Announcement Permanent

Duration

) Permanent

@ Date Restricted

Select Date Restrictions [ Display Aer 09222010 ___|[8] [11.22 A '© | select to make Date Restrictions
Enter dates as mm/ddiyyyy. Time may be entered in any increment.
[] Display Until [03/23/2010 |E [1122 AM =]

Enter dates as mm/ddiyyyy. Time may be entered in any increment.

Override User

Notification Settings Send Email to all users even those that choose notto receive Announcement notifications through
email.

Step 4: Complete Area 3.

Add Course Link if necessary.

Click Browse to choose an item.

Location Browse... |

Step 5: Complete Area 4.
Click Submit.
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Click Submit to finish. Click Cancel to quit.
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