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CANVAS CLASS EMAILS 

Instructions for sending class emails though Canvas: https://canvas.eee.uci.edu/  

Open Inbox 
Once logged into Canvas, open your inbox by clicking the Inbox icon/link located in the navigation 
panel on the left side of the page. 
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Compose Email 
Click on the Compose icon on the right on the top panel of the inbox page.  

 

The following menu will pop up.  
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Select Course 
Select the class you would like to send an email to from the Course drop-down menu.  
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Choose Recipients 
Click the To drop-down menu to select the users you would like to receive your message.  
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To send a message to all users (e.g., students, teachers, etc.) in the class, select the All in [course 
name] option.  
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Send Message 
1. Enter a Subject line for your message.  
2. Leave the Send an individual message to each recipient checkbox unchecked.  

a. Click the checkbox if you do not want each user to see who else was included in the 
message.  

3. Write your message. All content is in plain text. URLs included in a message automatically 
become clickable links after the message is sent. 

4. Click the Attachment or Media File buttons if you would like to attach any files.  
5. When you message if complete, click the Send button.  

 

1 

2 

3 

4 5 



 

Page 7 of 7 
 

View Message 
Choose the Sent folder from the drop-down menu at the top of the page to see the message you 
sent at the top of the folder. Replies to your message will be shown in your Inbox.  
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