
Communication Systems

You have 2 

different 

communication 

systems in your 

Canvas- K12 

School.

One is the Inbox.  

The other is 

School Email and 

located in 

Resources.

NOTE: Messages 

sent to your 

Inbox are copied 

to School Email 

for the student 

and Learning 



Communication Systems

Inbox messages 

are only sent by 

the staff 

assigned to you. 

Most often it 

will be about 

your progress and 

class updates. 

School Email 

messages can be 

sent by all 

staff. 

You will need to 

check both daily.



Inbox 

Access your Inbox 

and select a 

message to read 

it. 

Be sure to reply  

when asked.  

Select the Reply 

icon or the 3 

small vertical 

dots for more 

options. 



Inbox
Select All Courses at 

the top of the page to 

search for messages 

from the teacher of a 

specific course.

This view also shows 

the last name of all 

staff assigned to you. 



Inbox

To send a new 

message from your 

Inbox, select new 

message button.

Type a few letters 

of the teacher’s 

name and select it 

from the drop-down 

menu.

Or use the 

Course drop 

down menu to 

find a teacher.



Inbox

Fawn Ruiz

Hi Ms. Ruiz, 

I had a doctor appointment yesterday and missed the Study Guide 

review session. I watched the recording but some of the review was 

done in table mode, and I cannot see that part. Can you help to 

understand what I missed so I am ready for the test?

Thank you,

After choosing  a 

name, enter the 

Subject, which is 

the topic of your 

email.

Write a message using 

complete sentences. 

Check your spelling, 

grammar, and 

punctuation. 

When finished, 

select Send.



School Email

Also, check 

School Email 

messages daily. 

Select 

Resources and 

School Email to 

access.



School Email

You will be redirected to 

another window. You may be 

asked to choose your 

account.  

Be sure to select the 

account ending with 

agoracyber.net 
School email

ClassLink



School Email

Similar to the other 

communication tool, select 

a message to read it. 

To respond, select the 

Reply icon or the 3 small 

dots for more options. 



School Email
1. To send a new 

message, select 

New mail at the 

top left. 

2. Next, type a few letters 

of their name and choose 

from the drop-down menu.

4. Finally, 

select Send.

Hi Ms. Ruiz,
I am sorry I missed the 1 pm session. My 
internet went out temporarily. I watched the 
recording but  need help finding the 
discussion assignment in the Onlinee 
Learning course. Can you help me after class 
or call me?  My phone is 123-456-7890.

Thanks

Help with Discussion Assignment3. Then, add a 

subject and your 

message. 



School Email

New students: The email 

with your ClassLink and 

Sapphire login credentials 

is sent  to your School 

Email account.  

New students: Access your 

School Email now to find 

and write down your 

Sapphire login 

credentials. You will need 


