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Announcements in Moodle 
Announcements are a great way for an instructor to send a message to the entire class.  

 

Task   Screen Shot 

The Announcements activity should be included in every class 

at the bottom of the intro section. Posts can only be made by 

the instructor or a collaborator. Messages go from the 

instructor to the entire class. 

 

1. To make an announcement, Click on the 

Announcements link. 

 
 

2. The first time you make an anouncement, you will 

click “Add a new topic.” 
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3. Give your announcement a subject and a message. 

Note: you can add hyperlinks and pictures to your 

announcements. 

 

 

4. It is also possible to add a file to an announcement. 

 

5. Click Post to Forum. 
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6. Students will see your post on the Moodle site and will 

receive an email each time you post. 

 

7. It is possible for you to edit, delete or reply. 

Remember, students can only view. This is a one way 

communications tool from the teacher to the students. 
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