
Communication & Collaboration
Create Announcement

1) On the course menu, 
click the Announcement
link. 

2) Click Create 
Announcement.
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Communication & Collaboration
Create Announcement 3) Type a Subject. In the 

Message box, you can 
use the content editor 
functions to format the 
text and include files, 
images, external links, 
multimedia, and 
mashups. 

4) Select Not Date 
Restricted to keep the 
announcement visible 
until you remove it.

5) Select the Email 
Announcement check 
box to send students an 
email containing the 
announcement. 

6) Click Submit.
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