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Welcome to Canvas L YN 4

Canvas is a web-based learning management system, or LMS. It
is used by learning institutions, educators, and students to
access and manage online course learning materials and
communicate about skill development and learning
achievement.

Canvas LMS is an open and reliable web-based software that
allows institutions to manage digital learning, educators to
create and present online learning materials and assess student
learning, and students to engage in courses and receive
feedback about skill development and learning achievement.

Additionally, while Canvas is primarily a web-based software,
any user can access Canvas on a mobile device from the Canvas
Teacher, Canvas Student, and Canvas Parent apps. Learn more
about the Canvas mobile apps.

Canvas includes a variety of built-in course construction and
management tools that can be customized to create unique and
accessible teaching and learning experiences.

You can find the MHCC Canvas at

mhcc.instructure.com

or by searching
Mental Health Coordinating Council
in the app.

Information taken from
Canvas
WHAT IS CANVAS?



http://mhcc.instructure.com/
https://community.canvaslms.com/community/answers/guides/mobile-guide
https://community.canvaslms.com/t5/tkb/articleprintpage/tkb-id/basics/article-id/45

Accepting your Invitation

Once your enrolment is complete, you will receive your invitation to
Canvas email.

Clicking the link in the email will take you to the login page where you can
create your account. The email you sign up with will be used for all
communications from Canvas.

From: Instructure Canvas <notifications @instructure.com>
Sent: Wednesday, September 20, 2023 10:14 AM

To:

Subject: Finish Registration: Canvas

Click here to finish Ine registration process

You have been registered for a Canvas account at Mental Health Coordinating Council
Before you can log in and start using Canvas, you'll need to finish the configuration
process.

%% CANVAS

Upon clicking the link, you will be taken to the Canvas website to complete your
enrolment.

Welcome Aboard!

In order to set up your account, we'll need a little more information.

Login:
]

Password:

Time Zone:  sydney (+10:00/+11:00) -

O | agree to the Acceptable Use Policy

Register




Logging in and Accessing your

Course

You can access Canvas through an institution-specific Canvas URL, your school's
website, a course invitation email, or the Canvas Student iOS app or Canvas Student
Android app.

You must have an account to log in to Canvas. MHCC will set this up for you before your
course begins. Student Support is your first contact for any Canvas assistance or issues
you may experience.

How to log in and access your course and modules on MHCC Canvas.

1  Navigate to https://mhcc.instructure.com/login/canvas

2 Click the "Email" field and enter your login details. 3 Click "Log In"

mh E};ﬁ Email

| trainingEmbec. ong.au

Email

r Password
| training@mhcc.org.alf
Password
it
Ecreot Passevord?
El [ tosin |
Fot Pt i ]

Gundal BrbaecPolily  Sctlablc UscPoliny  Dichook  Taflir
Swoosd  PrhecePolcy  Acccolable Uie Poley  Facbook  Tatier < INSTRUCTURE

+ INSTRUCTURE

Click the three lines to hide the side menu.

4 Click on the course you want to enter. This allows for more comfortable content viewing.

el

Published Courses (4)

Admin

o) i)

= CHC43515

Cert IV in Mental Health Peer

ements &

Cort. ¥ in Migntal Health Peor YWork
CHCA3515



https://mhcc.instructure.com/login/canvas
https://community.canvaslms.com/t5/Student-Guide/How-do-I-accept-an-email-invitation-to-join-a-Canvas-course-as-a/ta-p/1563
https://community.canvaslms.com/t5/Canvas-Student-iOS-Guide/How-do-I-log-in-to-the-Student-app-on-my-iOS-device-with-a/ta-p/1940
https://community.canvaslms.com/t5/Canvas-Student-Android-Guide/How-do-I-log-in-to-the-Student-app-on-my-Android-device-with-a/ta-p/1859
https://community.canvaslms.com/t5/Canvas-Student-Android-Guide/How-do-I-log-in-to-the-Student-app-on-my-Android-device-with-a/ta-p/1859
mailto:training@mhcc.org.au

Accessing Canvas from a

mobile device

Mobile Browsers

You can access Canvas from any browser on your Android/iOS device. However, mobile
browsers are not supported, and features may not function as expected compared to viewing
Canvas in a fully supported desktop browser.

On mobile devices, Canvas is designed to be used within Canvas mobile applications. Canvas
pages within a mobile browser are only supported when an action in the app links directly to
the browser, such as when a student takes certain types of quizzes. Support is not extended
to pages that cannot currently be used in the app, such as Conferences or Collaborations.

Additionally, Canvas offers limited support for native mobile browsers on tablet devices. For
details, please reference the limited-support mobile browser guidelines.

Mobile Apps

Instructure has a native mobile application for students free for download on both phones
and tablets.

e Canvas Student: This app provides access to Canvas while on the go. Depending on your

device, not all Canvas features may be available on the app at this time. View Canvas
Student mobile features by version and device.

- =7 — - _
< Back Next
Q canvas © Cancel Done View in Store

Grammarly - Keyboard & Edi.. - Canvas Student What's your school's name? Courses Edit Dashboard
4N o
English grammar and writing GET T ) Instructure Inc.
[d] e .' . mental health|
ook % K 7 6.2K 2 Grammarly, inc (#38) Productivity ‘.A.' GET -
5 L] Mental Health Coordinating Council
Student Hub
9K RATINGS CHAR DEVELOPE SH-101
4.6 4+ No12 2
LE 2.8 814 Years Old Education Instructure Inc
What's New Version History
Version 6.23.2 14h ago
- Improved "Switch To Light Mode" feature for PW Online 23 2 - CHC43515 Cert IV in Mental
documents. Health Peer Work
- Added an error screen to web views when rendc  more CHC43515
Preview
y) -
"¢ Canvas Student 1
Wa'r FEducation 4 Access all of your favorited New and in
courses and groups! course navi;
Aok ok 79K @ Instructure Inc (#12) Education §
Canva: Design, Photo & Video
Can OPEN
et Graphic Design + Logo Maker
Yk ok ok 146K & Canva (¥2] Photo & Video

NOW AVAILABLE

o) E® N =

Dashboard Calendar ToDo Notifications Inbox



https://community.canvaslms.com/t5/Canvas-Mobile-Users/gh-p/mobile
https://community.canvaslms.com/t5/Canvas-Resource-Documents/Canvas-Student-Mobile-Features/ta-p/388741
https://community.canvaslms.com/t5/Canvas-Resource-Documents/Canvas-Student-Mobile-Features/ta-p/388741
https://community.canvaslms.com/t5/Canvas-Basics-Guide/What-are-the-limited-support-guidelines-for-mobile-browsers-on/ta-p/389121

Customising Canvas

You can customise your profile on Canvas to suit your preferences.

You can use your profile and user settings to:

* View and edit your user settings, such as display name, language preference, and time zone
* Change your default email address or add an additional email address for notifications

* Add a text (SMS) contact method for notifications

* View or add a profile picture

» Set Notifications for your favorite communication channels

* Upload personal Files

» Create and manage ePortfolios of your course work

* Manage new user features

* Download your assignment submissions from current and previous courses

How do | set my Canvas notification preferences?

Canvas includes a set of default notification preferences you can receive for your
courses. Notifications are sent to Canvas contact methods as specified in your account.
However, you can change the default settings by setting your own notification
preferences. These preferences only apply to you; they are not used to control how
course updates are sent to other users. You can learn more about each notification,
default settings, and notification triggers, by viewing information about Canvas
Notifications here.

Notifications are sent as one of four delivery types: send right away, daily summary,
weekly summary, or don't send. If you change a setting, the change is made
immediately to your account.

Notification settings apply to all of your courses; you cannot change settings for
individual courses.

You can reply directly to email notifications outside of Canvas and have the reply
appear in Conversations. However, please be aware that attachments added as part of
an external reply are not included with the message shown in the Canvas Inbox.

Note: The Canvas by Instructure app supports setting notification preferences. However,
setting preferences inside the app will override preferences in the browser version of Canvas,
and daily and weekly preferences are not supported. Learn about setting preferences in the
Canvas app for Android devices and iOS devices.



https://community.canvaslms.com/t5/Canvas-Resource-Documents/Canvas-Notifications/ta-p/387041
https://community.canvaslms.com/t5/Canvas-Resource-Documents/Canvas-Notifications/ta-p/387041
https://community.canvaslms.com/t5/Canvas-Resource-Documents/Canvas-Notifications/ta-p/387041

Navigating Your Course

Your course is separated into modules. Each module
contains the content and assessment you need to
complete to gain a competency in that unit. You can
navigate to units using the home page of your course.

If you have any issues contact Student Support, or you can
search Canvas help for articles on a variety of subjects,
click the image to access Canvas Help.

Canvas Support

As you scroll through this course, you will have access to the content and associated
activities. To access the learning material in this course, simply click the course name and
the content will open in a new window.

Enable/disable the navigation bar on left of screen, by clicking the icon = at the top left
of the screen. You may do this to disable the elLearning navigation bar and may also do
this again to disable the Canvas navigation bar. This will give you more screen space to
view the elLearning.

Scroll down the screen. Continue bars or next/previous lesson buttons may appear for
you to click on to progress further.

Some learner interaction screens will require you to click on '+' or '>' to access the
information. This will be noted above the interactive screen.

Each lesson will display a progress bar at top of screen of each eLearning section.
You can return to the course work homescreen by clicking the home button at the top of
each page. You can also access any of the pages in a given module from the 'Modules’

tab on the left menu.

When you first log into Canvas, you will be greeted with your dashboard:

To do list

€ Dashboard

Your
Courses


https://community.canvaslms.com/t5/Student-Guide/tkb-p/student
https://mhcc.instructure.com/courses/115/modules

Navigating Course

Navigate to https://mhcc.instructure.com/courses or your dashboard
and select your course.

2 Close the menu for a better viewing experience.

,ﬂ:' CHCA3515

Select the module you wish to begin.

Respond to the risk of Suicide
Cert IV in Mental Health Peer Work

CHCCC5003

Increase the safety of individuals at risk of suicide

%]

Dashbaard

Cultural Diversify

mhcc

mental heaith coondinating council

CHCDIVOO1

Work with diverse people

Reflect on Practice

4 Navigate through the intro, acknowledgement,

language, and navigation pages by clicking ‘Next’

5 Download the resource book for that module.
at the bottom of the screen.

\
.i ( \ ., —
i N .’/
B | N
= i | [} = — e
Click next to begin — o ey
Resource Book =

It will open in a new page, to download a copy
click the download link

To open the e-Learning modules, click the ‘Load’

button to open the content in a new window.
CertlVMHPW-CD-Resource-Book-v1.0.1 pdf

Downloac

= i Work with diverse people - Part 1
CertlVMHPW-CD-Resource-Book-v1.0.1.pdf
} CertlVMHPW-CD-Resource- Book-v1.0.1 pdf (1.74 MB)

Work with diverse people - Part 1

This tool needs to be leaded in a new browser window

Load Waork with diverse people - Part 1 in a new window



https://mhcc.instructure.com/courses

8 Click "START COURSE"

Work with diverse
people - Part 4
[

a3 this four-part ol corue frovicde the barming macerial for

CHCDIVDSE Work with drverse prople

10 Click "Begin" to view an activity.

Feundations of Peor Werk 1

Introduce yourself

12 Click "Submit" again to finalise your submission.

Confirm Submission E]

Click "Next" to move to the next section
of e-Learning.

— et
® DIVERSITY ' @

nresponse a5 aword document or a PDF. Insert your name at the top of every page,

S

14

9 You can close the menu here to create a more
comfortable viewing expereince.

Y =
Work with diverse b et
peopleQPart 4 Understanding the con
e view

Understanding the consuner’s
peint ot view

ly relevant proy
* CAT and TAC taols to assess needs

* Sypporting diverse workolaces

11 Follow the instructions for each activity.

Cultural Diversity

Using canflict resolution skills

Click "Return" to go back to the main activity page,
13 and scroll to the bottom of the page.

00:08

15 Once you have completed an eLearning
component, keep that screen tab open for
your reference while you return to the
Canvas tab to access and complete the
activity that follows.

For assistance with
accessing your courses on
Canvas, contact
training@mhcc.org.au



mailto:training@mhcc.org.au

Navigating the

Assessment Extensions

Assessment Extensions

This takes you to the
extension request page, which
provides information about
requesting an extension, the
extension request form, and
the portal to submit your
supporting documentation.

Trainers can grant short
extensions, but Student
Support needs to be involved
for longer extensions.

Student Hub Q)

HUB

Assessment Information

Assessment Information

This takes you to the
assessments  page, Wwhich
provides information about
the way our assessments are
undertaken, the expectations
and some FAQs to help you
navigate our course
assessments.

STUDENT

mhcc

Credits and RPL

Credits and RPL

This takes you to the credit
transfer and RPL page, which
provides information on how
to apply for credit transfers
and RPL, the form to apply,
and the submission form. This
also has information about how
to apply for or find a USI
(Unique Student Identifier). It
also provides information on
accessing your VET transcript
and allowing access for MHCC

10



Navigating the

Support Resources

Support Resources

This takes you to the
student support resources
page. This page contains
contact details for the

student support team, study
resources, canvas contacts.
This page also hosts a
variety of resources for help
with mental health, study
skills, neurodivergency and
more.

Student Hub Q)

w

b |

Complaints and Appeals

o =

3 I l /

. /il

Complaints and Appeals

This takes you to our
page with details on our
complaints and appeals
process.

You can always reach out
to Student Support at
training@mhcc.org.au
with any concerns or
enquiries.

STUDENT
HUB

mhcc

Work Placement

Work Placement

This takes you to a page
with information about
Work Placement, as well as
downloads of the following:

e |Log book
e Supervisor Handbook
e Supervisor Report




Pathways Guide

Pathway Guide

TBC

Navigating the

Student Hub Q)

Handbooks

Handbooks

This takes you to a page
where you can download PDF
copies of the following:

e Student Handbook

e Supervisor Handbook
e Privacy Policy

e Study Skills Guide

e Canvas User Guide

STUDENT

HUB
X

mhcc

Canvas Support

Canvas Support

This takes you to a page that
provides tips and information
about using the Canvas LMS,
and where you can find more
support if you have issues
with Canvas. You can also
access the MHCC Canvas

feedback form, where you can
provide
suggestions.

feedback and




Activities and Assessments

Activities will appear organically throughout your course navigation, some will
take the form of a quiz, some will require a short answer or series of short
answers, and others will require you to upload a document (.doc or .pdf only).
Activities are not graded, and are predominately present to test your
understanding of the course content.

Activities are all listed under quizzes and do not count toward your final grade or
competency, however it is required that they are completed with the course
content before attempting the unit assessment.

Assessments require a download of the assessment booklet for the unit. Once
you have completed all of the content within the assessment book, you must
submit it to the submission page to be graded. Passing_the assessments is
required to gain competency in the unit.

Assessment details and submission will not unlock until the course content for
that module are completed and within two weeks of the assessment due date.

Grading for our courses is not complicated, you are either marked as competent
in the unit (a pass) or not yet competent (a fail, requiring a re-submission). If you
are required to re-submit an assessment, your trainer will indicate what you need
to work on, improve, or provide to gain competency in the unit.

You can view your marks on Canvas as you go:

1 Navigate to https://mhcc.instructure.com/courses and select your course.

2 Click "Marks" 3 View your mark book

Cert IV in Mental Health Peer Work ¥ e —

mhcc( —
CertIV
Mental Health

Peer Work

o
Course smignments sre ot
)l oo | weighied



https://mhcc.instructure.com/courses
https://mhcc.instructure.com/courses

Activities and Assessments

Each course consists of both activities and assessments. Activities include short
answer questions, quizzes, and file uploads. Assessments will require you to
download the assessment book associated with the unit and complete it to gain
competency in that unit.

Assessment books and submission pages are located in a separate module and will
only unlock once you have completed the rest of the content for the unit and
within two weeks of the due date. Assessment books must be uploaded to the
submission page as a .doc or .pdf file.

Your first point of contact for assistance and support is your trainer, beyond that if
you need any help with extensions or absenteeism, contact Student Support.

Assessments may include the following range of activities:

General: Specific to Certificate IV qualifications:

* Questions and answers * A 120-hour work log recording work
done within a community managed

» Scenarios and answers mental health organisation, to be
completed over the duration of study

* Research (Certificate 1V’s)

» Multiple choice, true/false * Workplace documentation

e Presentations e Supervisor’s Workplace Report

» Reflections or discussions on * Workplace examples and Stories of

historical events Practice

* Review, reflection and
recommendations of a workplace topic or
activity

* Workplace Policies & Procedures



mailto:training@mhcc.org.au

How to Submit an Assessment

The assessment module will unlock two weeks before the assessment due date. You have three
attempts at each assessment. If you are deemed not competent, you will be guided in how to
improve and be able to resubmit the assessment.

If you are unable to submit an assessment by the due date, contact your trainer or Student

Support.
1 Navigate to the Assessment Submission 1 Click the unit you wish to submit your
Module. assessment for.
|m_.. [ et ey o R Assessment Submissions
- OETD
Download the Assessment Book. You should thenwatch the associated video
_ 3z as this will give you crucial information for

e i

,,,,,,,,,,,,,,,,,,, completing the assessment.

Scroll down on the Assessment Submission
page to submit your file. It should be either a
.doc or a .pfd file.

Assessment Book

5 Once you have completed the Assessment 6
Workbook, you can click here to submit it.

L)

Once you have uploaded youir file, click
'Submit' and you're done!




Canvas Calendar

Your course calendar displays all of your class dates and assessment due dates.
The Calendar displays everything you are enrolled in since the Calendar spans
across all courses. In the navigation bar, you can choose to view the calendar in
Week, Month, or Agenda view. The view you choose dictates the style of the
calendar window. By default, the calendar appears in Month view.

The sidebar shows a quick-view calendar, your list of courses and groups, and
undated items for your courses and groups.

Note: Canvas will assign an arbitrary color for each calendar unless a custom color is
chosen. Each calendar contains 15 default colors, but you can insert a Hex code to
create any color of your choice. Colors set in Dashboard course cards also update in the
calendar.

Today October 2023 Agenda £  October 2027 »

MOM TUE wiD THY FRI SAT S

m A 1

* CALEMDARS

» UNDATED

10:30




Assessment Extension Requests

We understand that sometimes circumstances arise that may prevent you
from getting your assessments submitted on time. You can request an

extension by submitting this form to Student Support.

Appropriate reasons may include:

Physical health: injuries, ailments, as well as
chronic health conditions

Mental health: anxiety, depression, and other
ongoing or long-term mental health conditions
Bereavement: serious illness or death of a
family member, guardian, or significant person
in your life

Financial hardship: recent loss of employment,
adverse changes to your financial aid package,
or sudden financial instability

Unforeseen circumstances: family
emergencies, caring for dependents
unexpectedly, and environmental disasters
Educational accommodations: requiring
special  educational accommodations or
assistance and/or additional aids

Important obligations: Asking for an extension
due to pre-existing obligations is best done in
advance; some reasons include athletic or
academic commitments, an important surgery,
or pregnancy

To request an extension please complete the request

form and submit it below.

R Extensions

MHCC requires at least one
documentation as proof od your
reason for an extension. Supporting

documentation may include a
medical certificate, statutory
declaration, bereavement notice,

letter from employer or a copy of
an accident report. We will advise if
we need supporting

documentation in our response. We
aim to respond within three (3)
business days.

Extension Request



https://forms.office.com/r/BXVRCiuHJB

Extension Requests on Canvas

1 Navigate to "Student Hub" on your dashboard 2 C(lick 'Extensions'.
N R T

Welcome to learnin

) TRAINER "

HUB
3 Complete the request form and submit it. 4  You can either email your evidence or

submit it on Canvas.

= Imporiant ohigtion: Auking e s sl dus B2 pre-sestng cbigation i best dons in advance;
] scame restom ichuce athietc u cacemic comecments, n ot mrger. o pergrancy

Wie often sho neguar at ket one documaststion s proof od yoer mason for an eximeson. Supporting = ; .
2. How will you submit your decumentation? *

oxumentaton may inckuse s medcal ot Scatr, ttafutony decraticn, Bermavement rotr, kit o
empcyer or & copy of an acciden! repoeL We will advine f we need wpporting dossmmiation in oo rTRpTE.
W i o renpand withen theer (3] business days. = 1

Ernall 1o tramning @ mhee pog.au

Uploaded on Canvas

* pequired

1. Your Full Name: *

You can print & copy of your answer after you submit

2. Your email address: *

To submit via Canvas, click the button beside the g Enteryour details and upload your documents, then
form to submit your accompanying documents. click submit.

—y Submit(Supporting

Documents

(&

Once you have submitted your request, we will
endeavour to respond to your request within
3 business days.




Credit Transfer Requests

The pathway of partial recognition, credit transfer or RPL
needs to be negotiated prior to classes starting.

To request a credit transfer, please fill in the request form and
return it via the submission form below.

There are 3 possible outcomes of a recognition assessment. These
are:

e The learner is assessed as competent and attains the
qualification

e |t is noted that further evidence is required, and the learner is
asked to provide it, leading to the attainment of the
qualification

e The learner is assessed as not yet competent and cannot
receive the qualification but may receive a Statement of
Attainment for one or more units within the qualification. In this
case, the learner may choose to complete the qualification via
a blended pathway or via course work, but additional fees
apply, and these options are subject to availability.

To request a credit transfer please complete the Credit Requests
request form and submit it below.

Submit



https://forms.office.com/r/yja9qiyS2i

Credit Requests on Canvas

1 Navigate to "Student Hub" 2 Click 'Credit Transfers'.
W o L nve L | {5 Choose
© resmmscinns @ 0 s i €
T Mew M
Welcome to learning with MHCC! th New A
OView C

' Coming Up
othing For
pot_ st v T

Studord Hub Trainer Hub
SH=101 Tralner

Read over the information and then click Click to download the form in PDF or DOC

3 4
‘Apply Here' to continue. format and complete the form.

irpetent and attains the qualification

nee is requined, and the bearner is asked to peovide 2, leading to the attnment of the qualification

#t yet competent and cannot receive the qualification but may receive 2 Statement of Attainment for one o
te the qualification wia a blended pathway or via course work, but additianal fees apply. and these options

ition, credit transfer or RPL needs to be negotiated prior to classes starting.

.

Apply Here

5 Fill in the form, and submit it.

2. Fill in the Form below:

Credit Requests
The pathemay of partial recogition. credit Brarmder or BFL needs b be segotiated pion o cheao,
Vlarting.

Derwrizsied W regarst Rorm fom hiiow Sy HOCC redieRpormt.

1. Download the Credit Transfer Self Checklist:

Complete the form and submit to
complete your application. You can email
your form or submit it via Canvas.

our full name:

O points

Submit your completed farm here:

T Dragn’ Drop heve or Browse
—

doc. pdf files only!




Announcements

Announcements are used by admin and trainers to communicate with you about the logistics of
your course. Canvas will notify you according to your preferred notification settings.

Announcements may be used for multiple reasons, and you should check them regularly.

1 Access the announcements from the menu 5  Youcan then view all outstanding
to view the announcements channel. announcements.

s Veekome o Cem 1Y in Mental Heakh .

— CHC43515 » Announcements

e Pk v They/Thess)

1312

Home All Wielcome to Cert IV in Mental Health Peer Work CHC43515!
WWekcome i Cor Vi Mt Heakh Prar Wark CHCA3515
Announcements «
Wi 3 coPtst g e with By RN O COREHT
Modules
Marks Welcome to
Micresinne L] - All Sections

3 Click the announcement to expand it and

read more.
In Announcements, you can view
FriesE Ameuncenents all the announcements in your
3 [ course. Announcements are listed
o in reverse chronological order
Y with the newest appearing first
— G e e e e and the older announcements

appearing towards the bottom.

Each announcement includes the title of the announcement, the picture of the user who posted
the announcement, an unread indicator near unread announcements, the announcement post
date, and the number of unread/total replies in the announcement.

Note: If an announcement shows the letter U in place of a profile picture, the announcement
was imported or copied from another course in Canvas. Additionally, copied announcements
do not include a posted date and time.




Group Discussions

Group discussions provide a place for you to discuss topics with your fellow students
and trainers. Every course will have it’s own group discussion section, where you can
share ideas, questions, and support.

When using the online discussion boards, make sure to follow proper online etiquette.
Be respectful and double check your posts before submitting them to the discussion

board.

Select ther discussion you would like to participate

1 Click "Discussions" in the course menu 2 in, or select '+ Discussion' to add a new

conversation.
— CHC43515

= CHC43515 : Discussions

|Home Cert IV in Mental Health F
Modules Home Al o
People |Disr_ussiuns ~ Discussions
i e Héllo Clags.!
BigBlueButton h ( People Al Sectitng
Collaborations m_* CC S BigBlueButton
Marks [1] Collaborations v Closed for Comments
Marks [1]

Type out your message or response and click

"Post Reply".
|Di““5”i‘:'“5 ‘ Hello Class!
People fseeram
All Sections

BigBlueButton

‘four message here
Collaborations
Marks [1] Search entries or authar Unread (£1]

[ witeareply.. @ ® swods | <> S i

ot (D

Please note: the discussion boards should not be used to discuss assessments,
questions regarding the official assessments should be directed to your trainer or
student support.




Receiving Messages

The Inbox is split into two panels and displays messages chronologically. You can view and reply to
conversations and sort them by course or inbox type. The Inbox itself does not have any file size
limits; however, attachments added to a conversation are included in the sender’s personal files.
Learn more about the Inbox.
Notes:
e |f you right-click or option-click on the Inbox link, you can open your Inbox in a new browser tab to
keep it handy while you are doing other tasks in Canvas.
e Users display in conversations once they have an active enrollment in the course, and users cannot
join a course unless it is published.
e Once a course has concluded, you cannot message users in that course.

1 Click "Inbox" in the course menu 2 Select the course you want to see messages for.
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Click on the message you want to read. You can then reply to the message [1],
4 download it [2], or delete it [3].
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“You have been selected to study with MHCC!

Once you have selected a conversation, you can use the other options in the toolbar to:
e Reply to a conversation
e Reply-all to a conversation
e Archive a conversation
e Delete a conversation
e You can also use the More Options icon to forward, mark a conversation as read or unread, and
star conversations.



https://community.canvaslms.com/t5/Canvas-Basics-Guide/What-is-the-Inbox/ta-p/55
https://community.canvaslms.com/t5/Student-Guide/How-do-I-reply-to-a-message-in-the-Inbox-as-a-student/ta-p/485
https://community.canvaslms.com/t5/Student-Guide/How-do-I-archive-a-conversation-as-a-student/ta-p/495
https://community.canvaslms.com/t5/Student-Guide/How-do-I-delete-a-conversation-as-a-student/ta-p/393
https://community.canvaslms.com/t5/Student-Guide/How-do-I-forward-a-message-from-a-conversation-as-a-student/ta-p/497
https://community.canvaslms.com/t5/Student-Guide/How-do-I-star-a-conversation-as-a-student/ta-p/444

Sending Messages

You can send messages directly in Canvas to fellow students, your trainer, and MHCC
admins. The messaging system works very similarly to a regular email inbox.

We will always endeavour to respond to messages within 3 business days.

NB: Assessments will not be accepted through the Canvas messaging system.

1 Click "Inbox" in the course menu 2 Select the course you want to see messages for.
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To send a message to someone, select the Select the course from the drop down menu, and
compose icon from the top menu. o~ 4 then type the persons name into the search box

[
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Send an indivicual message to each recipient.
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Click here for more information on sending_and receiving_ messages.



https://community.canvaslms.com/t5/Student-Guide/How-do-I-use-the-Inbox-as-a-student/ta-p/532

Glossary

Instructive Meanin
keyword g
Activities are quizzes, questions and other
Activit responses that you complete throughout each
y module. Activities do not count toward your final
mark.
Assessments are required to be satisfactory for
Assessment

you to be marked competent in a module.

This is the course that you have been enrolled in
Course at MHCC. Within the course you will find all of
your lessons listed as modules.

A transfer of compentency from a unit already

Credit Request . . .
a completed in a previous degree or certificate.

An agreement to submit an assessment at an

Extension .
agreed time beyond the due date.

A group of selected content (pages and activities)

Module that forms a unit of study.
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