
2. Click on the down arrow next to All Courses 
and click Favorite Courses. From the Favorite 
Courses list, click on the course. 

1. from the global navigation 
menu, click on the Inbox icon.

3. Click on the Pencil icon. 

4. Click on 
address book 
icon. 
Select 
Students.

5. Select the 
whole group 
or individual 

students. 

6. Enter a Subject 
and message. 

Click on the 
paperclip icon to 
attach files or 
click on the play 
icon record a 
video or audio 
comment.

7. Click Send.

Send Email to Students in Canvas
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