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Creating an Announcement 
 

 

Starting form the Build tab, click on the Announcements link, which is located in 
the Course Tools sidebar. 
 

 

Click on the Create Announcement button to bring up the announcement screen. 

 

Enter a Title at the top of the primary screen and type your message into the 
HTML editor. 
Note that you are required to fill in the items that are marked with a red asterisk. 
 

 

Under Recipients select the groups who should receive the announcement. 
 
 



 

Under Delivery Dates, select a date and time to start and end displaying the 
announcement.  You can select Unlimited to allow your students to find the 
announcement in the announcement list after having read it. 

 

Click the Check box in front of the statements “Also deliver as a pop-up”. In order 
for the announcement to appear as a pop-up message when individuals log in to 
the course. 
The announcement will only be shown as a pop-up once, even if you selected an 
unlimited end date in the previous step. 
Click Send. The announcement is created and delivered to the selected roles on 
the delivery dates. 
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