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One of the most frequently used features in WebCT is Announcements. They are course- 
wide notices sent out by your instructor and they usually include important information  
pertaining to your course. Therefore, it is very important to check this area regularly for  
timely information your instructor wants to alert you to. For example, if there is an up- 
coming due date for an assignment or assessment, your Instructor may send out an  
announcement to students as a reminder.  
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Accessing Course Announcements 
 

When you enter your course, you should see Announcements listed in the Course Tools 
menu if your instructor uses this feature. Click on it to access current and previous 
announcements from your instructor. 
 

 
 

Previous Announcements 
During the semester, you may see the list of announcements grow as new ones are 
added. You instructor can order the announcements any way they want to, so the 
most current announcements may not be at the top of the page, as in the example 
above. In addition, over time you may see a long list, and you may want to refer to 
previous announcements as needed. You will need to scroll down the list, but you       
still might not see all the previous messages that were posted for a couple reasons: 

1. Your instructor can choose to delete them, so it is a good idea to print them out for 
future reference. You can right-click in this view and choose Print from the menu.  

2. You may also not see previous messages because they are not in view (see Tip on 
the next page). 
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Tip: Paging Preferences 
 

Are you unable to see all the announcements available in the window? If your instructor 
leaves most messages up for the entire semester, and if you can’t see the entire list, you 
may need to adjust the paging preferences to have everything in view. If there are enough 
items to appear on multiple pages, paging controls will appear at the bottom of the screen 
and you can use them to navigate from one page to another and to display more items 
per page (see example on the previous page). You will see this feature available in other 
sections of your WebCT course: 
To select a specific page: From the Page drop-down list,  
select the page and click the green Go arrow as indicated 
in this screen shot on the right: 

• You may see the page number followed by the 
number of records in parentheses. For example, 1  
(1-10) means page 1 contains records 1 to 10. 

• To view all pages: From the Page drop-down list, 
select All and click the Go icon. 

• You can also advance to other pages by clicking  
the Next Page icon:  

 

To set the number of items per page: 
1. Click the Paging Preferences icon: 

The Edit Paging pop-up window appears. 
2. In the Number of records per page text box,  

enter the number of items and click OK. 
 

. 
 
Pop-up Announcements 
Your instructor may elect to use a  
pop-up version for announcements  
that opens in a separate small  
window when you enter the course,  
as in this example.  Click the X in the  
upper right corner or Close this  
Window to exit the window. 
 

 

 
 
 

Important Notes & Reminders 
 

• It is very important to regularly check Announcements for timely information 
affecting your course. 

• Current Announcements may not be listed at the top of the window, so be sure to 
check them over carefully. 

• Not all previous messages will be in view if the paging preferences are set to show 
fewer records per page than the number listed in Announcements. 

  
 

Review Questions 
 

1. Is there more than one way you can receive an announcement?  
2. T or F: All announcements the instructor posts will always be in view throughout the 

course. 
3. T or F: Announcements may be listed with the most current announcements at the 

top. 
4. T or F: You can adjust the view of a long list of announcements by setting the 

number of records in view using Paging Preferences. 
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