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Canvas	  Tip	  Sheet:	  Announcements	  
The	  Announcements	  tool	  in	  Canvas	  is	  accessible	  in	  the	  course	  navigation.	  You can use announcements to communicate course 
information to students. For example, you can send a welcome message, remind students of upcoming coursework, share useful 
resources, or celebrate student success.	  
	  
	  

Steps	   Directions	   Image	  
1.	  Course	  
Navigation	  
Menu	  	  

In	  course	  
navigation,	  click	  on	  
Announcements	  
(the	  order	  of	  the	  
course	  navigation	  
menu	  varies	  based	  
on	  how	  you	  set	  up	  
your	  navigation	  in	  
settings)	  
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2.	  Click	  
Announcement	  

In	  the	  right	  corner,	  
click	  Announcement	  

	  
3.	  Topic	  and	  
content	  

Type	  your	  topic	  
name	  and	  type	  your	  
announcement	  in	  
the	  rich	  content	  
editor	  
	  

	  
4.	  Choose	  the	  
course	  -‐	  Attach	  
a	  file	  

If	  you	  have	  several	  
sections,	  you	  can	  
select	  specific	  
sections.	  You	  can	  
attach	  a	  file.	  
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5.	  Delay	  your	  
Announcement	  

You	  can	  delay	  your	  
announcement	  by	  
checking	  the	  box	  
and	  clicking	  on	  the	  
calendar	  and	  setting	  
the	  date	  to	  deliver	  
the	  announcement	  

	  
6.	  Save	   Click	  save	  at	  the	  

bottom	  of	  the	  page.	  

	  
	  


