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Announcements is a feature that allows teachers to share information with everyone 

associated with the course. This feature can be leveraged to ensure critical information, such as 

reminders or other notices, are visible to students and observers upon accessing the course. 

Please follow the steps below to create an Announcement. 

Creating a New Announcement: 

1. On the Courses menu in the left navigation menu, select the desired course. 

2. Click the Announcements tab. 

3. Click + Announcement to create a new announcement. 

 

 
 

4. Give the announcement a title and use the large text area to draft the announcement. 

a. The Insert Content into the Page box to the right will allow the teacher to link to 

files, pages, assignments, other announcements, etc. within the course for easy 

access, if needed. 

5. Use the Browse button to locate a file to share in the announcement, if desired. 

6. Select the desired Options, if any: 

a. Delay posting – Selecting this will prompt the teacher to choose a future date 

and time that the announcement will appear to those associated with the course. 

b. Users must post before seeing replies – This option will make it so that 

students will need to comment on the announcement before they see any other 

students’ comments. This could be useful if including a trivia question in the 

announcement. 

c. Enable podcast feed – Selecting this will allow students to integrate course 

announcements in their podcast feeds. More information can be found here. 

d. Allow liking – This allows students to “like” the announcement and comments 

associated with it. 

7. Click Save. 

 

https://community.canvaslms.com/docs/DOC-10353-415250742
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Editing an Existing Announcement: 

 

1. On the Courses menu in the left navigation menu, select the desired course. 

2. Click the Announcements tab. 

3. Click on the title of the announcement to be edited. 

 

 
 

4. Click Edit to make necessary changes. 

5. Click Save. 

 


