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Introduction

When it comes to creating announcements or other content, the easiest method would be to copy and
paste text, images, and links. This can be nice, but it can carry consequences if we're not careful. In this
document, we'll learn the best practices for this procedure.

How to Copy & Paste

Step 1: Locate the content you want to copy.

How to Post Announcements

Keep your students up-to-date with weekly announcements where you can include course links, assignments, and videos. You can
create an announcement to share important information with all users within your course and with users in sections of a course.
In your notification preferences, you can choose to receive notifications for announcements created by you as well as replies to
announcements you've created.

For step-by-step instructions on how to post announcements view this document Z. For a quick overview, watch the video.

Step 2: Highlight the content you want to copy.

How to Post Announcements

Keep your students up-to-date with weekly announcements where you can include course links, assignments, and videos. You can
reate an announcement to share important information with all users within your course and with users in sections of a course.
In your notification preferences, you can choose to receive notifications for announcements created by you as well as replies to

announcements you've created.

For step-by-step instructions on how to post announcements view this docume: . For a quick overview, watch the video.
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How to Copy & Paste (continued)

Step 3: Right-Click the highlighted area and select Copy.

How to Post Announcements

Keep your students up-to-date with weekly announcements whe!
reate an announcement to share important information with all .
In your notification preferences, you can choose to receive notifice

Copy Cirl+C
Search Google for “Keep your students up-to-date with weekly...”

Print... Cirl+P

announcements you've created.

Block elemeni...
For step-by-step instructions on how to post announcements view
Inspect Ctrl+Shift+1

Tips for Success!

Notice the keyboard shortcuts shown to the right of the menu after you Right-Click. The key one to note is
Ctrl + C (for Windows) or Cmd + C (for Mac) for copying content. You can use this keyboard shortcut for
text, images, files, folders, and links.

Step 4: Open the text editor for your announcement or discussion.

Topic Title
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Tips for Success!

The text editor should be the same throughout Canvas, no matter if you're creating an Announcement,
Discussion, or Page.
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How to Copy & Paste (continued)

Step 5: Right-Click inside the text field and select Paste.

Edit Insert Format Tools Table
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Select all

Tips for Success!

Notice the keyboard shortcuts shown to the right of the menu after you Right-Click. The key one to note is
Ctrl + V (for Windows) or Cmd + V (for Mac) for pasting content. You can use this keyboard shortcut for text,
images, files, folders, and links.

Step 6: The content will then paste in the text field.

Edit Insert Format Tools Table
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Keep your students up-to-date with weekly announcements where you can include course links, assignments, and
videos. You can create an announcement to share important information with all users within your course and with
users in sections of a course. In your notincation preferences, you can choose to receive notifnications for
announcemeants created by you as well as replies to announcements you've created.

For step-by-step instructions on how to post announcements view this document[@. For a quick overview, watch the
v‘ldeo.|
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How to Copy & Paste (continued)

Step 7: Click the Save button.
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announcements created by you as well as replies to announcements you've created.

For step-by-step instructions on how to post announcements view this document[@. For a quick overview, watch the

video.
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Options Can edit this page role selection

Only teachers v

[] Add to studeni to-do

] Motify users that this content has changed CANCEL || SAVE & PUBLISH

Tips for Success!

We're not quite done yet. Notice we only saved the content; we did not publish it. The reason for this is to
ensure that an entry was made so we can go back to it. Things can come up after all...

How to Update Links

When it comes to creating announcements or other content, the easiest method would be to copy and
paste text, images, and links. This can be nice, but it can carry consequences if we're not careful. In this
document, we'll learn the best practices for this procedure.

Step 1: Review your content and see if a link was carried over.

Announcement

Keep your studenis up-to-date with weekly announcements where you can include course links, assignments, and videos. You

can create an announcement to share imporiant information with all users within your course and with users in sections of a course.
In your notification preferences, you can choose to receive notifications for announcements created by you as well as replies fo
announcements you've created.

For step-by-step instructions on how to post announcementf view this document . ffor a quick overview, watch the video.
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How to Update Links (continued)

Tips for Success!

If no link was carried over, don't worry about the steps below.

Step 2: Hover your mouse over the link and check the link address to see if it is tied to another
Canvas course. Note: This is found in the bottom left of your browser window.

Announcement

Keep your students up-to-date with weekly announcements where you can includ
can create an announcement to share important information with all users wit
In your notification preferences, you can choose to receive notifications for
announcements you've created.

e links, assignments, and videos. You
course and with users in sections of a course.
ements created by you as well as replies fo

For step-by-step instructions on how to post announcements view ument . For a quick overview, watch the video.

NEXT >
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Tips for Success!

You can tell it's a link to another course in Canvas if you see canvas.liberty.edu/courses/[COURSE #]/files. If
the link does not reference another course in Canvas, you do not need to follow the steps below.

Step 3: If the link does reference another course in Canvas, click the Edit button.

(\) PUBLISH [% Immersive Reader

Announcement

Keep your studenis up-to-date with weekly announc re you can include course links, assignments, and videos. You

can create an announcement to share important info on with all users within your course and with users in sections of a course.
In your notification preferences, you can choose to receive notifications for announcements created by you as well as replies to
announcements you've created.
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How to Update Links (continued)

Step 4: Locate the Assignment or Page within your course and copy the link.

c 0 @ canvasliberty.edu/courses/
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How to Post An
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videos. You can create an announcement t
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s o announcementis you've created.

For step-by-step instructions on how to pos ouncements view this document [@. For a quick overview, watch the

video.

Tips for Success!

It is very important that you copy the link of the Assignment or Page within the same course you are
posting the Announcement or Discussion.

Step 5: Go back to the Announcement or Discussion and click the link for Link Options.

Edit Insert Format Tools Table
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Keep your students up-to-date with weekly announcements where you can include course links, assignments, and
videos. You can create an announcement to share important information with all users within your course and with

users in sections of a course. In vour notification ences, y receive notifications for
Link Options
announcements created ce ited.

For step-by-step instructions on how to post anflouncements view this document. For a quick overview, watch the

video.
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How to Update Links (continued)

Step 6: Paste the link you copied for the Assignment or Page in the Link field.

COURSEMENU | MDC Testing > Pages > Announcement Llnk Options %

Announcement Text

view this document
Edit Inseri Format Tools Table
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videos. You can create an announcement to share important information with al

users in sections of a course. In your notification preferences, you can choose tor ~ Display Options

announcements created by you as well as replies to announcements you'vecreatt  [T] Disable in-line preview.

[] Automatically open an in-line
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video. after saving)

For step-by-step instructions on how to post announcements view this document

Step 7: Click Done when you are finished.
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announcements created by you as well as replies to announcements you've creat:

For step-by-step instructions on how to post announcements view this document

video.

after savin

p»sSpan» a

Tips for Success!

This is not the final step; you still need to save and publish the Announcement or Discussion.
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How to Update Links (continued)

Step 8: Click the Save button.
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announcements created by you as well as replies to announcements you've created.

For step-by-step instructions on how to post announcements . For a quick overview, watch the
video.
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Step 8: Check the link address and see if it matches the Course Number.

c ﬂ @ canvasliberty.ed |/courses/47321/ ag

Announcement

Keep your students up-to-date with weekly g@nouncements where you can include course links, assignments, and videos. You
can create an announcement to share imporl@nt information with all users within your course and with users in secfions of a course.
In your notiification preferences, you can chooge to receive notifications for announcements created by you as well as replies to
announcements you've creaied.

For step-by-step instructions on ho ost announcements view this document. For a quick overview, watch the video.
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\/ Complete: You have successfully copied over content and updated the links.
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