Creating an Announcement in Blackboard

Creating an Announcement in Blackboard

To create an announcement in Blackboard, you must first access the Control Panel of the course
site. The link to the Control Panel is located under the navigational buttons of a course site and is
only available to users with instructor status in that course site.

In the Course Tools module, click on the Announcements link to begin.

1. Click on Control
Panel

2. Inthe Course Tools
module, click the
Announcements link
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3. Click the Add
Announcement
button to create a
new announcement

(It is also possible to
Modify or Remove
existing
announcements)
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Under
Announcement
Information, type in
the Subject of the
announcement

Optionally, enter an
announcement
message in the
Message box
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Under Options select
Yes to always show
the announcement on
the course’s main
page, otherwise the
announcement will
obey the View filters
(e.g. Today, Last 7
Days)

Set the Display After
and Display Until
dates as needed
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Optionally, under the
Course Link click the
Browse button to link
the announcement to
a page within the
course site

Click Submit to

create the
announcement
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Click "Browse" to choose item ta link to

Link location:
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Click "Submit” to finish. Click "Cancel™ to abort this process.
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