Teaching and Faculty Survival
Learning Centre Guide

Posting an Announcement

Follow the steps below to post an announcement to your students in Blackboard.

1. Loginto Blackboard and open the course you’d like to make an announcement within.
2. Access the Announcements link in your course menu. This will open the Announcements tool.
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3. Within the Announcements page, click on Create Announcement button.
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4. Within this page, you will need to add a subject line and a message for your announcement. Use
the rich text editor tools to create an announcement. You can also add images and other
embedded content such as YouTube videos!

W Indicates a required field.
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Type your anncuncement message herel

5. Some final options include date restrictions, which allow you to control the time and date an
announcement will be released and hidden. Additionally, you can opt to send the
announcement to students via email, and include a course link to an important or relevant
location in the course.

WEB ANNOUNCEMENT OPTIONS
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Enter dates as mm/dd/yyyy. Time may be entered in any increment.
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Email Anncuncement ¥ Send a copy of this announcement immediately
Students are still notified of this announcement even if this option is not selected

COURSE LINK

Click Browse to choose an item.

Location Browse...

6. Click Submit! Your announcement will now appear on the Announcements page.



