
How to Add an Announcement  
 
1. Access your course from the  Welcome Page 
 

 
 
2. Open the Control Panel 
 

 
 
 
 
 
 
 



 
3. Click the Announcement Link 

 
 
4. Click Add Announcment 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



5. Add the Subject and Text of your announcment.  Selec the options you need, such as 
date parameters and if this is to be a permanent announcment. 

 
 
6. Scroll to the bottom of the screen and click the submit button.  Click the OK button to 
get back to the main Announcement screen. 
 

 
 
Back at the Announcement screen you may remove or modify your announcment. 

 


