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Announcements 
By Dick Evans 

This paper describes working with announcements placed on the course. Announcements are displayed 

on the student Home Page in the Announcement block. 

Adding a new Announcement 

 

 

Make sure Edit Mode is ON 

 

On the Course Menu, click Announcements, then on the Announcements page click Create 

Announcement. 

 

Enter a Subject line for the announcement, and then include the text or links to other files using the 

WYSIWYG area. 
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Inserting Text 

 

 

Click in the white area and type. This editor works much like Word with buttons and pull downs for the 

typical tools you need to type a document. 

Inserting a Link 

 

 

Type the line you want to have linked, then select it and click the “world” on the toolbar 

 

Complete the Insert Link form, and then click Submit 
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The link is active. 

 

Click the Permanent radio button if this announcement is to always be displayed. 

Leave it as Date Restricted to set a display after date/time and/or a display until date/time. 

The Override checkbox forces an email to be sent to all students, even if they have turned off that 

option. 

 

Should you have a document in Bb9 that you wish this announcement to like to (perhaps an assignment 

already uploaded to Bb9), you can browse to it here. You cannot browse to a local file on your computer 

or link outside of Bb9 to a location such as the FDR. 

Should you need them to link outside of Bb9, insert that link in the first section using the WYSIWYG 

editor. 
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Click Submit 

 

The green message indicates a successful insertion. 

 

The announcement shows on the student’s Home Page under My Announcements. 
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Changing an Announcement 

 

 

Click the chevron to the right of the title of the announcement to be changed, and then select Edit. 

 

The same page used to add the announcement appears with the current data included. Make the 

changes as necessary to any of the sections, and then click Submit. 

 

A “Success” message appears to indicate that the announcement has been changed. 
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Deleting an Announcement 

 

 

Click the chevron to the right of the title of the announcement to be changed, and then select Delete. 

 

If this is correct, click OK. 

 

The “Success” message indicates that the request was processed and the announcement is gone. 


