
 
 

1. Open Inbox - In Global Navigation, click the Inbox link. 

 
 

2. Compose Message - Click the Compose icon. 
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3. Select Course - In the Courses drop-down menu, select the course where you want to 

send your message. You can filter your courses by current favorite courses [1], more courses 
[2], or course groups [3]. 

 

 
 
 

4. Add User - To add a user, you can search for the user in the To field [1] or you can use the 

Course Roster [2]. 

 

 
  



5. Search for Teacher - To search for a teacher, type the teacher's name in the To field. 

Canvas will automatically populate matching names. If multiple names appear, use the arrow 
key to select the user's name. Then press the Enter key. The user's name will appear in the 

To field, highlighted in light blue. 

If you accidentally select the wrong user, press the Delete key (on a MAC keyboard) 
or the Backspace key (on a PC keyboard) to remove the user. 

You can also hover over a user's name and click the white x to remove the user from the list. 

 

 
 
 


