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Canvas	  Tip	  Sheet:	  	  Account	  -‐	  Notifications	  	  
The	  notifications	  preferences	  page	  is	  accessible	  by	  clicking	  Account	  in	  the	  global	  navigation	  and	  then	  clicking	  Notifications.	  On	  
this	  page,	  you	  can	  change	  the	  default	  settings	  and	  choose	  how	  you	  want	  to	  be	  notified	  of	  activities	  such	  as	  course	  activities,	  
emails,	  groups,	  etc.	  	  You	  may	  choose	  to	  be	  notified	  right	  away,	  receive	  a	  daily	  summary,	  receive	  a	  weekly	  summary,	  or	  receive	  
no	  notification.	  	  If	  you	  select	  to	  use	  your	  mobile	  phone	  as	  a	  contact	  method	  (in	  account	  settings),	  you	  can	  set	  your	  push	  
notifications.	  Push	  notifications	  settings	  have	  two	  options:	  right	  away	  or	  no	  notification.	  
	  
Please	  note	  there	  is	  also	  a	  course	  notification	  settings	  page	  in	  each	  course.	  Course	  notification	  settings	  only	  apply	  to	  the	  course	  
in	  which	  they	  are	  set.	  The	  course	  notification	  preference	  will	  override	  preferences	  set	  in	  your	  Account	  Notifications.	  
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Steps	   Directions	   Image	  

1.	  Access	  
Account	  

In	  the	  global	  
navigation	  
menu,	  click	  
Account.	  	  
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2.	  Notifications	   In	  the	  pop-‐out	  
menu,	  click	  
Notifications	  
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3.	  Notification	  
Settings	  

Review	  the	  
Notifications	  list.	  
Decide	  which	  
activities	  you	  
would	  like	  to	  be	  
notified	  about.	  
Click	  the	  bell	  in	  the	  
Email	  column	  
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4.	  Notifications	   After	  clicking	  on	  
the	  bell,	  decide	  
when	  you	  want	  to	  
be	  notified:	  
immediately,	  daily,	  
weekly,	  or	  no	  
notification.	  
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5.	  Conversations	  
Created	  by	  Me	  

It	  is	  recommended	  
that	  you	  set	  
Conversations	  
Created	  by	  Me	  to	  
“notify	  
immediately.”	  You	  
will	  receive	  a	  copy	  
to	  your	  LU	  Outlook	  
of	  emails	  you	  
create	  in	  Canvas.	  	  

	  
6.	  Save	   There	  is	  no	  save	  

button	  on	  the	  
Notifications	  page.	  	  
This	  page	  is	  saved	  
automatically.	  

	  

	   	   	  
	  


