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INSTRUCTOR

GUIDE TO ADDING ANNOUNCEMENTS TO A COURSE 
AND 

SHARING LIVE CLASS LINK
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Adding Announcements to a Course

01
After logging into the 
Distance Learning 
System (LMS), select 
the course to which 
you want to add an 
announcement.
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Adding Announcements to a Course

02
Activate the “Edit 
mode” button 
located at the top 
right of the course 
page.
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Adding Announcements to a Course

03
After activating Edit 
mode, click the three-
dot icon in the 
“Announcements” 
section on the course 
page and select “Edit 
settings”.
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Adding Announcements to a Course

04
In the “Edit settings” 
window, fill in the 
“Forum name” and 
“Description” fields.
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Adding Announcements to a Course

05
When you click “Save 
and return to course” 
at the bottom of the 
window, you will be 
able to view your 
announcement under 
the “General” section 
of the course page.

Instructor Guide – Adding Announcements

7



7

Sharing a Live Class Link

01
While Edit mode is active, 
click the plus (+) icon in 
the relevant week of the 
course where you want 
to add the live class link.

In the window that 
opens, click the “Add an 
activity or resource” 
button.
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Sharing a Live Class Link

02
To add a live class link 
to your course, click 
the “URL” module 
under the 
“Recommended” tab 
in the “Add a new 
activity or resource” 
window.
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Sharing a Live Class Link

03
In the “New URL” 
window, fill in the 
“Name” field.

For the “External URL” 
field, open the 
Microsoft Teams 
application.
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Sharing a Live Class Link

04
In the Microsoft 
Teams application, 
click “New meeting” 
in the Calendar tab.
After filling in the 
meeting details, click 
the “Save” button.
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Enter the meeting title

Set the meeting start and end 
time
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To use the same class link every week, 
select the “Repeat” option

At least one participant must be added to the 
meeting. If no participant is added, the meeting 
link will not be generated. You may add your 
own email address as a participant.
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Sharing a Live Class Link

05
To share the planned 
meeting link, click on 
the meeting you 
created in your 
calendar and select 
“Copy join link”.
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For detailed information about Microsoft Teams, you can review the “Creating a Meeting” 
and “Sharing a Meeting Link” sections in the “Microsoft Teams Installation and User Guide.”
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Sharing a Live Class Link

06
Paste the meeting 
link you copied from 
Microsoft Teams into 
the “External URL” 
field on the “New 
URL” page in the 
LMS.
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Sharing a Live Class Link

07
When you click “Save 
and return to course”, 
the live class link will be 
added to the course 
page.
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