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Global Announcements is a feature that allows a school to display an announcement on the 

Dashboard to all or specific users in the school. This feature can be leveraged to ensure critical 

information, such as reminders or other notices, are visible to specific users upon logging into 

the Dashboard. Please follow the steps below to create a Global Announcement. 

1. On the Admin menu in the left navigation menu, select the school’s name. 

2. Click the Settings menu and click on the Announcements tab. 

3. Click + New Announcement to create a new global announcement. 

 

 
 

4. Give the announcement a title and a description and select the Announcement type 

from the drop down menu. To learn more about the announcement types and how they 

appear to users, please view the Global Announcements Types PDF.   

5. If the announcement should be displayed to all users, no roles need to be checked. If the 

announcement should display to specific roles, please check the box next to each role. 

Provide a start date and end date for the announcement to display and select Publish 

announcement when complete.  

 

https://s3.amazonaws.com/tr-learncanvas/docs/Canvas_Global_Announcement_Types.pdf


Creating Global Announcements  
 

 

2 Confidential & Proprietary  
 

6. Upon logging in, the selected users (or all users if no boxes were checked) will see the 

announcement display on the Dashboard.    

a. Users have the option to dismiss the announcement by clicking the X in the 

announcement window. It will not appear again after it is dismissed.  

 

 
 

7. If any edits need to be made to the announcement after it is saved, select the pencil icon 

to make any edits and click Publish announcement when finished. To delete the 

announcement, click the trash can icon. 

a. Note: Any edits made to an existing Global Announcement after its start date will 

not force the message to reappear for users who have already dismissed it. Any 

substantial changes to the global announcement should be created as a new 

Global Announcement so that it reappears for the desired users.  

 

 


