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UNIT TOPIC: ANNOUNCEMENTS & NOTIFICATIONS 

Introduction 
The Announcements tool enables you to communicate course updates, changes, and new 
information to your students quickly and effectively. The Notifications settings are used to 
control how you receive notifications about activity in your courses when not logged in to DC 
Connect. 
 

Content 
This document covers the following topics: 

 

• Announcements 
o How to Access the Announcements Widget 
o How to Activate the Announcements Tool 
o Creating an Announcement 
o Editing an Announcement 
o Reordering Announcements 
o Dismissing an Announcement 
o Restoring a Dismissed Announcement 
o Deleting an Announcement 

• Notifications 
o Accessing the Notifications Tool 
o Setting your Email Contact Method 
o Setting up a Mobile Contact Method 
o Subscribing to a Summary of Activity 
o Subscribing to Instant Notifications 
o Excluding Courses from Notifications 
o Restoring Excluded Course Notifications 
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Announcements 

How to Access the Announcements Widget 

There are two Announcement Widgets within DC Connect.  The first Announcements Widget is 
located on the My Home page. This Announcements Widget will display information that is 
posted by the institution. 

 
NOTE: You will be able to view the announcements posted here, but not add any at this level.   

 
The second Announcements Widget is located on each Course Home page. This widget will 
display the announcements posted by the professor of that course section. 
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How to Activate the Announcements Tool 

 
 

 

To activate the Announcements tool,  
click on the Announcements	title of the 
widget… 
 

 

…or select the Go	to	Announcements		
Tool option from the action menu. 

 

Creating an Announcement 

You can create an announcement by  
clicking the New Announcement	button  
in the Announcements tool… 

 

 

…or selecting the New Announcement	
option from the action menu of the 
Announcements Widget. 

 

 

Enter the announcement headline in the 
Headline text input field. 
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Enter the announcement content in the Content text input field of the HTML editor. 
 

 
 
Students are more likely to read an announcement if it starts with their name. Type {firstname} 
as the message salutation to personalize the announcement (students will see their own name at 
the beginning of the message). The curly brackets are important so be careful to include them. 

 

NOTE: Further explanation of the HTML Editor can be found in the HTML Editor handout 
available on the C.A.F.E. website. 
 

Announcements are published 
immediately unless you specify 
an alternate start date. 
 
Announcements can be pre-set 
to release in the future by 
clicking in the Start Date field 
and choosing the appropriate 
day and time. 
 

Remove announcements on a 
specific date by selecting the 
check box Remove 
announcement based on end 
date. 

 
 

 
Professors and administrators can still see the announcement after its end date, but it will not 
appear in the Announcements widget. 
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You can include files, audio, and video recordings as attachments to your announcement. 
 

To add an attachment, click Add a File in the 
Attachments section. 
 
 
To record audio or video, click the Record 
Audio or Record Video	button.  
 

 

If prompted, click Allow in the Adobe Flash 
Player Settings window to enable your 
recording hardware. 
 
Follow the on screen prompts to record your 
audio/video message. 
 
Click the Add button to affix the attachment. 

 

 

Release conditions are used to control the 
release of an announcement based on the 
student’s interaction with other course tools.  

For example, the student’s access to an 
announcement could be dependent upon them 
accessing a particular course topic, or the 
completion of a quiz, etc. 
For further explanation of release conditions, 
please contact C.A.F.E. staff in SW101 of the 
Gordon Willey building. 

 

 

 
 
Click	Publish to release the announcement to users, or Save	as	Draft to continue editing (students 
cannot see draft announcements).  
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Edit ing an Announcement 

You can edit a particular announcement by 
activating the Announcements tool and 
clicking on the title of the announcement…. 
 
 

 

 

 
 

 
…or, in the Announcements Widget, by 
selecting the Edit option of the announcement 
action menu. 

Be sure to click the Update	button when you are finished editing your announcement. 
 

Reordering Announcements 

 

You can reorder your announcements by 
selecting the Reorder option from the More	
Actions pull-down menu of the Announcements	
tool… 
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…or by selecting the Reorder Announcements 
option from the action menu of the 
Announcements Widget. 
 

 
Use the pull-down menus in the Sort Order column to sort the items in the desired order. 

 
 
Click Save to complete the process. 
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Dismissing an Announcement 

 

 
In the Announcements widget click 
the Dismiss  icon for the 
announcements you want to hide.	

 

Restoring a Dismissed Announcement 

	

To	restore	a	dismissed	announcement,	activate	
the	Announcements tool and	select	the	
Restore	option	from	the	action	menu	of	the	
announcement	you	wish	to	restore. 	

	

 

NOTE: Dismissing an announcement is different from deleting one; students will still see 
announcements that you have dismissed. To universally remove an item from the 
Announcements Widget, see Deleting an Announcement	below. 
 

Deleting an Announcement 	

To delete an 
announcement, activate 
the Announcements	
tool, select the 
announcement 
 you wish to delete… 
 
 

 

 
 
 
 
…and click the  
Delete	icon.  
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Notifications 
The Notifications	tool enables you to: 

• Receive instant notifications about course events, such as assignment submissions, 
discussion posts, and announcements. 

• Subscribe to a summary of activity for each course and receive a daily email about recent 
announcements and information updates. 

• Receive a daily summary about quizzes, discussion messages, and assignment 
submissions. 

• Change the email and SMS notifications options for your courses. 
• Exclude and restore notifications from selected courses. 

 

Accessing the Notif ications Tool 

 
 

To access the Notifications	tool, select 
the Notifications option from the 
Announcements widget action menu… 

…or from the pull-down menu next to your 
user name in the minibar. 
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Sett ing your Email  Contact Method 

 

 
 
Although it is possible to Change your email settings, doing so is strongly discouraged. All 
communication concerning college business should occur within official Durham College email 
systems. 
 

Setting up a Mobile Contact Method 

 

On the Notifications page, click the Register 
your mobile link. 

 

 
 
In the Register Your Mobile form, select your 
Country,…  

 
 
…select your Mobile Carrier,… 
 

 
…and enter your Mobile Number. 
 
Click Save.  

 

 
If all these fields aren’t visible, click and drag the window corner to enlarge it. 
 
After you receive a registration confirmation code on your mobile device, enter it in the 
Confirmation Code field and click Confirm. 
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Subscribing to a Summary of Activity 

 

Select from the How often? pull-down menu 
the frequency you want to receive a summary 
of activity.  
A new input field will appear. Select from the 
At what time? drop-down list when you want 
to receive your daily digest. 
Click Save (at the bottom of  the Notifications 
page). 
 

Subscribing to Instant Notif ications 

Select the Email and/or SMS checkboxes for each course tool you would like to receive 
notifications from.  
 

 
 
NOTE: You can only receive SMS notifications if you’ve registered your mobile phone. 
 
Click Save (at the bottom of  the Notifications page). 
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Excluding Courses from Notif ications 

 

On the Notifications page, click the Manage 
my course exclusions link. 
 

 

Click the Exclude	All	Courses button to stop all 
course notification… 
 
 
 
 
…or the  Exclude icon beside each course 
you want to exclude.  
 
 
 
 
 
 
 
Click Close. 

 

Restoring Excluded Course Notif ications 

 
On the Notifications page, click the Manage my course exclusions link. 
 

 

Click Restore excluded courses to restore 
all excluded courses, or click the Include icon 
beside each course you want to receive 
notifications from. 
 
Click Close. 
 

 


