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How to Use the Canvas  

Inbox

Within Canvas you can send messages to faculty members or other classmates.  To do this, select 

Inbox from the top Canvas Menu.

To Compose a new message, click on the Pencil Icon at the top of the page.

Introduction

Compose New Message

https://watch.liberty.edu/media/t/1_e60p7mzk
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Compose New Message  (continued)

Select Course

Click the Address Book

Select Group Listing

Select your desired course from the Course list, and then click on the address book next to the "To" 

field. 
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Compose New Message  (continued)

Add your subject line and compose your message.

Select Individual from List

Compose Message

Send Message
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More than One Person

Received / Sent Messages

Messages you’ve sent and received will appear on the left.  Click on a message you want to view, and 

the message thread will appear in the center.

Look for a red notification icon on the Inbox tab for new messages.


