
Tips from our Canvas Facilitators 
This week, Canvas Facilitators Qian Liu and Wendy Liu provide an overview of the communication 
features in Canvas and tips on how to use them. Qian is training staff in the Business School and 
Wendy is based in the National Institute of Creative Arts and Industries. 
 
Canvas enables you to actively communicate with students and other staff members in your course. 
Announcements, Discussions, Chat, Inbox and Conferences are just some of the features you can 
employ to facilitate student understanding and involvement in your course, and create a richer 
educational environment in the process. Below we provide an introduction to some of the 
communication tools we think you’ll use the most and some recommendations on how to use them.  
 

Communication 
Features Icon Where can you find it When should you use it 

Inbox 
(Conversations)  

Global navigation  
Contact individual students, groups 
of students, teachers, course 
coordinators or teaching assistants 

Announcements 
 

Course Navigation Send a message to everyone 
enrolled in a course 

Discussions 
 

Course Navigation Create topic-centred discussions 
among teacher and students 

Conferences 
 

Course Navigation Create webinars or virtual lectures 

Chat 
 

Course Navigation Chat with students or teachers who 
are currently online 

Message students 
who…   

Course Navigation| 
Grades| Assignments  

Message students who haven’t 
submitted assignments or scored 
more/less than a certain mark 

 
 
Helpful Tips for using Canvas’ communication features 
 
Inbox 
• Ticking “send individual messages” when you’re composing a message allows you to 

send the message individually to each recipient you’ve selected, instead of including all 
recipients in one message. 

• Inbox messages replied to from your personal email account will be ‘pushed’ to your 
Inbox as well as the recipients’ Inbox. (Note: Notifications for ‘Conversation message’ 
needs to be on – which is the default setting) 

• When composing a new message, you must first select a course before you can choose 
any recipients. Setting up course nicknames can help you to easily differentiate your 
courses when composing Inbox messages. To create a course nickname, click the gear 
icon on a course tile on the Dashboard. 
  



Announcements 
• Make use of the “Delay posting” function to have an announcement posted at a specific 

time. 
• By default, people can post comments in response to an announcement, which will be 

visible to everyone enrolled in the course. If you would like to turn off the ability to post 
comments on all announcements in a course, go to Course Navigation and click on 
Settings. Scroll down to the bottom of the Course details tab and click “more options,” 
then check “Disable comments on announcements”. Alternately, to switch off 
commenting on an individual announcement, click the gear icon at the right of the 
announcement and choose the “Close for comments” option. 

• Replying to an announcement email from your email account will push the comment 
back to the announcement, meaning all people enrolled in the course will be able to see 
your comment (if posting comments on the announcement is allowed).  
 

Discussions 
• As with announcements, you can close comments on a discussion by clicking the gear 

icon to the right of the discussion and selecting the “Close for comments” option. 
• You can allow students to attach files, create discussion topics or edit their posts (Go to 

Course Navigation, click on Settings, select “more options” in the Course details tab then 
check the appropriate options) 

• When creating a discussion, you can set it up as a graded assignment to assess students’ 
knowledge of a given subject. 
 

Conference 
• This feature enables you to hold a live online conference with up to 50 students. 
• Note that once a conference has concluded, any files and chats will be deleted. This 

differs from the other communication features in Canvas, where these items continue to 
be available. 

• Conference recordings are available for 14 days before being deleted. 
 

Chat 
• You can set up an audible alert when new chats are posted in Chat by ticking the “New 

chat alert” box at the top right-hand side of the ‘chat room’. 
• Chat history is available to everyone enrolled in a course and cannot be modified or 

deleted. 
 

Message students who… 
• The “Message students who…” feature allows you to send a private message to a 

student’s Inbox and is designed to help teachers target students who have yet to submit 
an assignment, have not achieved a certain mark in a test, or achieved over a certain 
mark. 

• You can provide comments on students’ assignments by clicking the appropriate cell on 
the Gradebook. 

 
 

  


