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Faculty Tutorial: 
Add a Course Announcement 
 
Purpose: There are two methods by which to add a course announcement. This tutorial will 
demonstrate both of these methods to faculty.  
 
First, on the “Course Home” page, locate the “My Announcements” module. 
 

   
Then, click “more announcements.” 
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On the “Announcements” page, click “Create Announcement.” 
 

 
 
The “Create Announcement” page will open.  
Type the subject of your announcement in the “Subject” box. 
Then, type your announcement in the “Message” box.  
 

 
You can edit your announcement using the WYSIWYG (what you see is what you get) editor, 
above the text box. You may change the font, add images, create a bulleted or numbered list, 
use spell check, etc. Hover your cursor over a button to view its function. 
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By default, “Not Date Restricted” will be selected under “Web Announcement Options.”  
If you want your announcement to be date restricted, select the radio button next to “Date 
Restricted.” Then, you can “Select Date Restrictions” using the spaces provided. You may enter 
a “Display After” date and time, a “Display Until” date and time, or both. If you do not want your 
announcement to be date restricted, leave the default setting “Date Restricted” checked.   
 

 
 

If you would like to have the announcement emailed to your students’ Indian Hills email 
accounts, check the box next to “Send a copy of this announcement.” 
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If you would like to add a course link to your announcement, click “Browse…” 
 

 
In the window that opens, select a course link by clicking it. 
 

 
 
 
The course link will appear in the box to the left of the “Browse…” button. 



©Indian Hills Community College | www.indianhills.edu | Page 5 of 7 

 

 

 
Once you have made your selections, click “Submit.” 
 

 
 
You will be taken back to the “Announcements” page. A “Success…” message will appear.  

 

 
 
You may also add an announcement by clicking “Course Tools” in the Course Menu. 



©Indian Hills Community College | www.indianhills.edu | Page 6 of 7 

 

 

 
On the “Tools” page, click “Announcements.” 
 

 
Then, on the “Announcements” page, click “Create Announcement” and follow the previous 
steps listed. 
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Congratulations! You now know how to add an announcement! 

 
 

Office of Online Learning  
 

Looking for more computer tutorials? Please visit: www.indianhills.edu/tutorials. 
 

For further assistance on this topic or other technical issues, please contact the IT Help Desk 
Phone: (641) 683-5333 | Email: helpdesk@indianhills.edu | Web: www.indianhills.edu/helpdesk 


