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Announcements  
Quick-Start Guide: MMC Brightspace 

 
 
INTRODUCTION 
This guide will walk you through the steps needed to create or delete course 
Announcements. The Announcements tool allows you to post timely updates that 
help communicate course updates, changes, and new information to your users 
quickly and effectively.  
 
PROCEDURE 
Part 1 - Creating an Announcement. 
 

 
 

1. Log in to Brightspace; use your MMC email address and password. 
 

https://mmm.brightspace.com/
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2. Go to Course Tools and then select Announcements. 
 

 
 

3. Click on New Announcement. 
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4. Create a Headline for your announcement and then continue to add 

Content.  NOTE: You can use the rich text editor to type content, copy 
and paste text from another document, add a URL link, or upload a file 
from your computer plus more by using the Insert Stuff the icon.     
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5. Under Availability, determine if you want to have a Start Date/End Date 
for your announcement. 

6. Add an optional attachment, if desired. 
7. Add optional Release Conditions, if you would like your announcements to 

be made available based on criteria you define.  
8. Select Publish when you are ready to post your announcement. 

 
Part 2 - Deleting an Announcement 
There is more than one way to delete an announcement. 
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1. Go to Announcements. Select the announcement that you want to 
remove (by checking off the box next to the announcement0 and then 
click Delete. 

2. Or you select the announcement you want to remove and then click the 
More Actions dropdown menu and then Delete. 
 
 NOTE: You can Edit an announcement by using the More Actions 
dropdown menu too. 

 
 

Additional Resources  

 
For additional information, refer to the Brightspace Help Page. 
 
 
 

https://documentation.brightspace.com/EN/le/announcements/learner/announcements_intro_1.htm?tocpath=Instructors%7CInteract%20and%20engage%20with%20learners%7CPost%20course%20announcements%7C_____0
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