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Creating Announcements

Announcements are a course tool used to communicate to all students at once. They are often used for
reminders of due dates, as well as notifications of course updates. Announcements are intended to
provide timely information to students, and it will be the first areas your students see when they enter
your course.

Follow these step by step instructions to create an Announcement:

1. Click on Course Tools.

COURSE MANAGEMENT

# Control Panel

* Content Collection »

f+ Course Tools

# Grade Center

“ Users and Groups

“ Customization

* Packages and Utilities  »
“ Help

2. Click Announcements.

# Control Panel

- content Collection s

| | # Course Tools

Announcements
Course Calendar
Discus=sion Beard

3. Click Create Announcement.

@ Announcements

I' Create Announcement

I No Announcements found.
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4. Type a subject for your Announcement in the Subject box.
1 Announcement Information
# Subject |Welcome fo Our Class. |l ¢ Black
5. Type the announcement information in the textbox editor. For example, in a welcome
announcement, you might direct students to the Start Here button to find out how to get
started in the course.
Message Text Editor is: [JEL_|
“[mormal =] [3 =] [aral B ruee 2| === R A|E
;s AP o v QO JARS |G OO
‘BEDRBE BB
|We|come! | am excited you are taking Apple Pie Theory. Everything you need to know to
get started in the course is detailed under Start Here. Click on the Start Here course menu
button to the left to begin!
Thanks!
6.

using the Permanent feature, or not date restricted.

Set the Web Announcement Options. As a best practice, it is usually a good idea to avoid

Duration ¢ Mot Date Restricted

@& Date Resfricted

2. Web Announcement Options

Remember! Permanent (not date-restricted)
Announcements, they will always display above
other Announcements, even if the other
Announcements are newer.

7. Select Date and Time Restrictions if desired. Use the Display After and Display Until
checkboxes to set display dates.
Select Date [ Display After [03/04/2011 | [ [10:53 AM =]
Restrictions Enter dates as mmiddfyyyy. Time may be entered in any increment.
[¥: Display Until [03/05/2011 | [ [11:53 Am =]
Enter dates as mmi/ddfyyyy. Time may be entered in any increment.
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8. To add a Course Link to the Announcement, click the Browse button.

W courserimc

Click Browse to choose an item.

Laocation |

Browse...

1. A Course Map opens. Click on the Plus/Minus icon to expand or collapse one folder, or click on
the +symbol at top to expand all.

d,) B B
# Select Course Link: BAKE1010 - Apple Pie
Theory

Course Home Page

Start Here

Lessons

= Discussion Board

- Tell Us About Yourself

¥ Blackboard/Technology Help Forum

9. Click on the Content Area or Tool you want to link to via a Course Link. For example, here we
are linking to the Start Here button

1

8

# Select Course Link: BAKE1010 - Apple Pie
Theory

Course Home Page

-£5 Start Here ]

Lessons

=¥ Discussion Board

P Tell Us About Yourself

- BlackboardTechnology Help Forum

10. The course link location will fill in

3.
Click Browse o choose an item.
Location /Start Here Browse. ..
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11. Finally, click the Submit button.

12. Blackboard gives a Success message at the top of the screen.

cess: Announcement created.

1 New announcements appear below this line

1 Welcome to Our Class.

Welcome! | am excited you are taking Apple Pie Theory. Everything 2011
you need to know to get started in the course is detailed under Start
Here. Click on the Start Here course menu button to the left to

begin!

Thanks!

v Sharon Jendrisak
n: Friday, March 4,

13. The Announcement appears via the Course Home page.

My Announcements

BAKE1010C - Apple Pie Theory

¥ Welcome to Qur Class

more announcements. .
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