
Canvas Basics 
Canvas is where you will find all of your class work. It’s absolutely necessary that you are 

able to login and understand how to navigate around Canvas. Here is some basics below: 

 

1. Signing into Canvas 
 

• Go to Santamariahighschool.org 
• On the main page select the Canvas 

link for students and teachers 

*You may need to enter your Microsoft office 

credentials to login.  

Username: school ID@students-smjuhsd.org 

Password: Network ID provided by the 

school (starts with Capital letter, lower case 

letter + numbers) 

 

I HIGHLY suggest you download the canvas app onto your 

phone. Make sure you download the student version, which 

looks like this. 

 

 

2. Your classes 

This is your Canvas Homepage. 

Yours will look different than mine.  

You should have 6-7 tiles, one for 

EACH class 

I HIGHLY suggest you bookmark 

this page. You will come here often. 

Use the little star in the address bar 

to add to your bookmark bar. 

 

 

 

http://www.santamariahighschool.org/


3. How to message your teachers  

Follow the steps below to contact your teachers inside of 

Canvas: 

1. Select inbox on the left-hand side of your screen 

 

 

 

 

 

 

 

Once you select inbox, this screen will 

appear.  

Your messages will appear in the left column, 

when you have some 

To send a message click the pencil icon 

circled in RED here.  

 

 

 

 

This box will appear 

Select the course 

Then select teachers, and your teacher’s name 

should be there 

Enter a subject 

Type the body of the email in the correct 

location 

*Please use academic language and correct 

greetings when communicating with your 

teachers. If you aren’t sure what this means go 

back and review the Email basics handout.  

 

 



4. Managing Notifications 

Canvas will automatically send you A TON of 

notifications. It’s annoying, so let’s fix that.  

Select “Account”  

Next select “Notifications” 

 

 

 

 

 

 

 

 

 

 

These are all the notifications 

Canvas will send you. 

The first column is email 

notifications, the second (with the 

orange arrow) is device 

notifications, meaning your phone.  

If the green X is selected, like you 

see in the red circle you will NOT 

be notified 

If the green check mark is selected, 

like in the blue circle you WILL be 

notified via email or your device, 

whichever you prefer.  

I suggest you TURN ON the following at least: 
• Due Date 
• Announcement 
• Conversation Message 

 

I suggest you TURN OFF the following at least: 
• Discussion 
• Discussion Post 

*It’s up to you how much you want to be notified 
about, you can always come back in and change 
your settings anytime 

*These settings will apply to ALL your classes.  

 

 

 



Email 
Email is a life skill. I can promise you will use email frequently in both college and career and real life. 

Often times, Email is the first introduction someone has to you. You want to make a good impression. The 

goal is to be able to use Email correctly and efficiently. Below are tips and tricks to get you started. Please 

make sure you understand each idea below.  

 

Your school email will be a VITAL connection to your teachers and the school if/when 

distance learning continues. I HIGHLY suggest you use your school email for all school 

related business. This is the email your teachers will use.  

 

Make sure you check your email at least once a day!! 

 

Your school email address is: student ID# @students-smjuhsd.org 
 

1. How to access school email 
To access your school email 

sign in through Office.com. 

* I suggest bookmarking this 

page for easier/quicker access 

 

Use your Student ID and 

Network password to login to 

your email.  
 

 

 

 

 

 

 

After you login, it will look like 

this.  

 

These are all the Microsoft office 

programs you have access to.  

 

Outlook (circled here in red) is 

your email. Click here.  

 

 

 

 

 

 

https://www.office.com/


This is your email inbox. All of 

your emails will be in this 

window.  

 

This is where you will receive 

and send emails.  

 

 

 

 

 

 

 

 

 

2. How to compose an Email  

 
Select “New Message” in the 

upper left-hand corner (circled 

here in red) 

 

 

 

 

 

 

 

 

 

 

 
This window will pop up. This is 

where you write your email.  

 

BLUE: the email address of the 

person you are emailing.  
*If you start typing a teachers name is 

should automatically pop up 

 

RED: This is the subject/topic of 

your email. Write a few words to 

tell your reader what the email is 

about.DO NOT WRITE YOUR 

FULL EMAIL MESSAGE IN HERE. 

 

Green: This is where you compose 

the message you want to send.  

 



 

3. How to correctly format your Email                   

 
When writing an 

email to anyone, 

but especially your 

teachers you MUST 

USE ACADEMIC 

LANGUAGE.  

 

Start your email 

with Dear ______.  

 

End your email 

with Thank you, 

Sincerely, Best and 

your FULL NAME.  

 

Use correct spacing 

so the email is easy 

to read.  

Some tips: 

• Notice the subject line above: It is short, just a few words, but tells the teacher right way what the 

email will be about and what period you are in.  

• After the Dear Mrs. Ritzau I skipped down a line to format the email correctly. When my message 

was done, I skipped a line again before typing the name at the end.  

• The email is clear and easy to read.  

• Notice I use academic language appropriate for the occasion. DO NOT USE any slang, you 

are not talking to your friends. No brb, no u instead of you, no cuz instead of because. 

ACADEMIC LANGUAGE IS A MUST!! 

 

4. How to attach a document to an Email            Video/Gif of steps HERE     
Click the paperclip icon on the 

bottom of the screen.  

 

Next select Browse my computer 

 

Finally locate the file you want to 

attach and hit Save.  

 

You should see the file appear 

under the subject line.  

 

Hit Send!  

 

 

https://drive.google.com/file/d/109vc7----luZTXC6rw4rlZ-v6T6coHPf/view


5. How to Organize your Inbox 
 

Keeping your email organized is also an important life skill. Even more so if we are distance learning. You 

will need to be able to find important emails quickly. Below are some tips to keeping your email 

organized and easy to manage. 

 

• I suggest you manage you emails as they come in. DELETE is important. You don’t have to save 

every single email that comes in. Don’t be afraid to delete. The emails are not really permanently 

deleted anyways, they go to your deleted folder.  

• Create folders on the left-hand side. You’ll need to figure out what works for you but maybe a 

folder for each class? Or perhaps you just wanted a general saved messages folder? Maybe you get 

a ton of messages about college you need to save? You decide. My folders are simple, I only have 2: 

Current students and saved messages. Less if more. Remember you don’t have to save every 

email.  

• Keep the emails in your inbox to a minimum. I leave the emails that I need to deal with. Once I’ve 

dealt with them, I delete them.  

• Remember to check your email frequently, at least once a day. Every time you check you email 

manage your messages, delete and move to save folders.  

• Take some time RIGHT NOW and start deleting old emails or ones that you 

don’t need anymore. Most students have a TON of messages automatically 

sent by canvas and Aeries that you do not need. DELETE, DELETE, DELETE.  

 



Tablet Basics 
 

Below are the tech basics for your tablet. All are very important so please make sure you know how or 

understand how each item below works.  
 

1. Desktop 

 
This is the desktop of 

your computer. This is 

the main screen of your 

tablet and you can 

navigate everywhere else 

from here.  

 

*If yours doesn’t look like 

this and instead has tiles, 

you are in tablet mode.  

 

 

 

 

 

 

 

2. How to Access Settings                                                                               
The windows symbol 

(circled here in red) is 

where you access all the 

features of your tablet.  

 

It’s where you will go for 

updates, wifi, and 

personalization.            

 

 

 

 

 

 

 

 

 

 

 

 

 



Once you click on the windows 

icon it will look like this.  

 

From here you can access all 

your applications and 

programs as well as the 

settings.  

 

It’s the little wheel icon.  

 

 

 

 

 

 

3. How to update your tablet                    Video/Gif of steps HERE     
Once you click on the little 

wheel, the settings menu 

appears. 

 

Scroll down to the very 

bottom of the menu. 

 

 

 

 

 

 

 

 

 

 

 

 

Select Update & Security 

 

 

 

 

 

 

 

 

 

 

 

 

https://drive.google.com/file/d/1y5Y_U0dhckPKCz1GVjECXjJqLNLcL25j/view


 

 

 

 

Next select Windows 

Update 

 

 

 

 

 

 

 

 

 

 

Here is where you will 

update your tablet.  
 

You need to check for 

updates at least ONE A 

WEEK. I always check on 

Fridays.  
 

Sometimes the updates 

will just start installing 

automatically, other 

times you will need to 

click download like the 

picture. Sometimes the 

button says Install 

instead.  

 

Some tips: 

• You need to be connected to the internet to download updates 

• Make sure you are regularly updating your tablet. If you don’t the Wifi will stop working as will 

your access to other programs like word and OneNote.  

• Updates can be quick or take a long time and require you to restart your tablet. So, don’t start 

updates if you are in the middle of working on something.  

 

 

 

 

 

 

 

 

 



4. How to Pin to Taskbar                                    Video/Gif of steps HERE     
The bar along the bottom 

of your desktop is called 

the Taskbar 
*You can move the taskbar to 

other locations on your 

screen, but the default is the 

bottom of the screen 

 

This is where programs 

will be when you are 

actively working on 

them. You can also “PIN” 

programs that you use 

frequently to the 

taskbar for easier 

access. See gif above. 

 

 

5. How to Bookmark a Webpage                   Video/Gif of steps HERE     

 
These directions are for 

GOOGLE CHROME, but 

its relatively the same 

for other browsers. 

 

For websites you visit 

frequently, bookmark 

them using the small 

star icon.  

 

I like to save to the 

bookmarks to the 

bookmarks bar 

(underlined here) 

 

 

I suggest you create a bookmark for the following websites. I have linked each below so it’s easy to get 

there and then bookmark them.  

• Aeries 

• Office.com (this is your email, word, ppt etc…) 

• Canvas 

 

 

 

 

 

https://drive.google.com/file/d/1KuNg-zgvQpTPywHIYM4CqW3azhqx7RJd/view
https://drive.google.com/file/d/1ZtaS9eQgte8gBolj8Tkg-_Y5D-9bWLw7/view
https://aeriesnet.smjuhsd.k12.ca.us/parentportal/LoginParent.aspx
https://www.office.com/
https://smjuhsd.instructure.com/login/saml


6. Where do files go when I download them?         Video/Gif of steps HERE  
Typically, files will go to 

your downloads folder 

(circled here) when you 

download them from the 

internet  

 

To access the folder, click 

the folder icon in your 

taskbar or go through the 

windows icon as seen in 

the gif above.  

 *You can save to different 

locations if you want, but 

the downloads folder is the 

default. 

 

 

7. WiFi and WiFi Troubleshooting           Video/Gif of steps HERE  
You can access WiFi settings 

in two ways: 

1. Through the settings 

menu (Circled) 

 

2. Through the WiFi icon on 

the bottom right of your 

taskbar. (circle + arrow) 

 

 

 

 

 

 

 

You need your Network ID and password to access the WiFi on campus. Your Network ID is your Student 

ID number and your Password is the Capital Letter, lower case letter + Numbers. Your teachers can find it 

for you if you can’t remember it.  

 

If your WiFi isn’t working, try these things: 
 

Remember to regularly update your tablet, if you don’t the WiFi is usually the first thing to stop working 

and it’s a pain to fix. The updates change the security settings that the WiFi needs to work on your 

computer. SO UPDATE!!  

 

Forget the network and try to connect again. It should prompt you to put in your ID and password again. 

See the video/gif above for how to do this.  

https://drive.google.com/file/d/1NupZoZLwDmCqhwMlRkSdIoKO441-F2NS/view
https://drive.google.com/file/d/1f9J2KyA1KU4x0SQ8Ji3S1U4fbDwKAkeY/view
https://drive.google.com/file/d/1f9J2KyA1KU4x0SQ8Ji3S1U4fbDwKAkeY/view


Zoom Basics 

We will be using Zoom to hold our weekly class meetings. Below is a list of rules or etiquette to keep in mind 

when using Zoom as well as the basics for mastering zoom. 

1. How to join a meeting 

There are a few ways to join a zoom meeting. 

1. A link: Your teacher will send you a zoom link via your email or canvas. Click on it and should take you 

straight to the meeting 

2. A meeting ID and password (if your teacher requires it), which will be given via email or Canvas.  

*You will need to download the Zoom app to be able to use it on your phone/ipad.  

For THIS CLASS you can easily access the daily zoom link via the homepage on Canvas 

 

 

 

 

 

 

 

 

 

2. How to mute your microphone 

When you join a zoom meeting always MUTE 

your microphone right away. Only unmute 

when you are speaking.  

Your teachers can control your ability to mute 

and unmute as well.  

The red line through it means it is muted. No 

red line means unmuted. 

 

 

 



3. How to turn your video on/off 

Please have your video ON during 

zoom meetings. 

 Pay attention to what’s behind you, remember 

we can see it! You can use a virtual background 

if you don’t want others to see what’s behind 

you.  

*If you select the little arrow by “Start Video” 

you will see an option for virtual backgrounds. 

You can upload your own background picture or 

find plenty through google.  

 

4. How to use the chat feature  

Every zoom meeting has a 

chat feature (RED square) 

You can post RELEVANT 

questions to everyone in 

the meeting or just your 

teacher.  

To select WHO to chat 

with use the drop-down 

menu by the BLUE arrow.  

Type your message where 

the GREEN arrow is.  

 

Zoom has MANY more features than this. Some teachers may utilize breakout rooms (where 

you “group up” with other students to discuss material), you can also share your screen with 

the class and much more. These are just the basics.  

Zoom Etiquette: 

1. Be on time 

2. Show your face OR at upload a photo of your face so I can see you (sort of) 

3. Mute your microphone when you are not speaking  

4. Dress appropriately.  

5. Check your surroundings 

6. Stay engaged/attentive and ask questions when necessary 

7. Keep the chat relevant to the material/topic 
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