
 

 

 

 

 

 

 

 

 

 

 
☐  STEP 1 Click on the ’New Announcement’ button in the sidebar. 

 

Alternatively, you can start a new announcement by going to the ‘Announcements’ tab in the 

course navigation bar and clicking on the ‘+ Announcement’ button. 

 

 HOW TO POST COURSE ANNOUNCEMENTS 

 

 
 



☐  STEP 2 Give your announcement a title in the ‘Topic Title’ box.  

 

 

☐  STEP 3 Compose your announcement in the main textbox. 

 

 

☐  STEP 4 Configure the details of your announcement. Canvas allows you to post to the entire 

class or specific groups. By default, announcements are posted to all participants in the 
course. However, if you remove the ‘All Sections’ designation in the ‘Post to’ box, any 

groups you have created in your course will be listed as possible recipients. You can also 
attach files to your announcement and choose a posting time (if you prefer to write an 
announcement and send it at a later time).  

 

 



 

☐  STEP 5 To finalize the process, click on the ‘Publish’ button at the bottom of the page.  

 

 

 

 

 


