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INSTRUCTIONAL TECHNOLOGY

Information Technology Division

Post an Announcement in your
Blackboard9 Course Site

You can easily communicate important informatiothvthe students in your class by using the
Blackboard “Announcement” feature. When you creat@nnouncement, it is posted to the Blackboard
course site, and you have the option to additigraathail it to the students.

1. Log in to Blackboard http://eaglebb.coppin.edu

2. Go to your course site.

3. ClicktheAnnouncements link in the left side of the screen.
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4. Turn on edit mode by clicking the button in the eppght to change from OFF to ON.
ouncements Edit Mode is:

SYSTEM COURSE | VIEW ALL
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When edit mode is on, you will see tGeeate Announcement button

Announcements Edit Mode is: m
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Create Announcement

5. Click theCreate Announcement button.
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Hi students,

Don't forget to submit your paper online through Turnitin by midnight Friday.

6. Type a subject for the announcement inSldject field.
This will appear in bold text when your announcememposted on the Blackboard site for your
class. If you email your announcement to studehis Subject will also be the email subject line.
7. Type your message in tivessage field.

8. Scroll down to section 2Web Announcement Options .”

If you want your students to receive a copy of #nigouncement in their Coppin student
emailbox, click the checkbox, “Override User Nat#iion Settings.”

Al Web Announcement Options

Duration 0 Permanent

@ Date Restricted

Select Date Restricions [7] Display After [09/16/2010 | E=]|[12:04 PW I
Enter dates as mmiddiyyyy. Time may be entered in any increment.

[] Display Until [09/17/2010 | & [12:04 PM | &
Enter dates as mm/ddiyyyy. Time may be entered in any increment.

Override User

Nofification Settings Send Email to all users gllen these that cheose not to receive Announcement notifications through email.

9. Scroll down and cliclsubmit.

The announcement will be posted to the Blackboard course site.

Where to Get Help

» 24 x 7 HelpDesk for faculty and students who neslg Wwith Blackboard, Tegrity and
Turnltin:

866-886-4911

e Training sessions and tipsheets offered by Instmat Technology, website:
http://www.coppin.edu/TLT

* On campus HelpDesk for faculty and staff:

410-951-3888

e On campus HelpDesk for students, located in Gracehs MC 16:

410-951-3872
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