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Set your Canvas LMS Password

Open https://buildersacademy.instructure.com/ then click on

“Forget Password”

Enter your Email Address then click 

“Request Password”
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Set your Canvas LMS Password

You will receive an email from Canvas with this subject

“Forgot Password: Canvas”. Please also check your 

Spam/Junk box if you didn’t see the email in your 

Inbox 

The page will open in a new tab on your browser. 

Enter your password into the text boxes. Then press 

“Update Password”

*Please note: the password must be at 

least 8 characters

Open the email then click on the link 

“Click here to set a new password”

If you lost your password. You can follow 

these steps again to set a new one

If you have any issues setting your password 

please email us at 

helponline@buildersacademy.com.au
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Course Homepage Overview 
Set or change your 

• Profile image & password

• Phone number 

• Notifications preferences

• QR for Mobile Login

Send and Receive Message

(To/From us or your trainer)

Course Title

• Your class name and intake

• Start date and version    

Class Announcements

(From us or your trainer)

Modules Page

• Course contents

• Assignments

• Other course resources (E.g. Project Portfolio)

Marks Page

• View your grades and 

feedback from your trainer

• Assignments Due Dates

To Do

Upcoming activities

(E.g. Assignments, 

Discussions, tasks, etc.)

Help

• Contact your trainer

• Report Canvas LMS Issue

• User Guides

• Contact Us details

Recent Feedback

• Recent grades 

published

• Recent comments

Page 4



Canvas LMS – Quick Start Guide

Viewing Course Contents

From your course home page - Scroll down to “Course Navigation”

and click on the Module you want to view

Page 5



Canvas LMS – Quick Start Guide

Viewing Course Contents

You will see the Module’s contents. Each module consists of 2 main sections:

1. Learning Contents (You will find Learner Guides and presentation slides in each of the volumes)

2. Assessments (List of assessments you’re required to complete for each module)

Click on each of the volumes to view 

learning resources

Click on the Module’s name to 

collapse or expand contents

it’s recommended to 

only expand the module 

you’re currently 

studying and collapse 

other modules. 

Click on each of the assessments to view 

the question and submit your work
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Viewing Course Contents (Volume page)

In the volume page you will find

a) Learner Guide (for the particular volume)

b) Presentation slides (or SCORMs)

Click to open the Learner Guide (a)

Click on the title of a section to expand it 

then click the link to view the section’s 

presentation slides (b)

The Learner Guide will be opened in a new tab on 

your web browser

The SCROM will be opened in a pop-up windows
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Submitting your assessments

You can find the list of assessments through the “Modules” page

or from the “Assignments” page on the left-side navigation bar

By default, assessments will be 

sorted by Due Dates

Click to view 

Assessments by Modules
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Submitting your assessments

Listed below are the types of assessments you might see on the LMS:

a) Project Task, Case Study, Written Questions (These assessments 

require you to upload documents) - Indicated by this icon

b) Multiple Choice Questions or Quizzes - Indicated by this icon

Click on assignment name to open and view the question
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Submitting your assessments

How to submit a Project Task, Case Study or Written Questions

Once you read the question, scroll up to the top of the page 

then click “Submit Assignment” button

The section to upload file will appear
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Submitting your assessments

How to submit a Project Task, Case Study or Written Questions

Click “Choose File” (or Browse). When the file window appears, 

locate the file from your device then double-click on it to attach. 

Click “Submit Assignment” once you’ve attached all files

Click to Add more files

Remove file from 

your submission

You can add comments to 

your submission. Your trainer 

will see it
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Submitting your assessments

How to submit Multiple Choice Questions or Quizzes

Open the Multiple Choice Questions. Then click

“Take the Quiz” to start the assessment
Questions will be opened, answer all questions 

by scrolling down the screen, once you finished, 

hit “Submit Quiz” button.
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Submitting your assessments

How to submit Multiple Choice Questions or Quizzes

MCQs or Quizzes are auto-graded. Once you submit, you will 

see your result immediately. Incorrect answers are 

highlighted. Please take note of those questions 

Your score (*)

Incorrect answer

If you didn’t get the full score (E.g. 5 out of 5), you’re 

required re-do the assessment by clicking the 

“Take the Quiz Again” button.  

Once you’ve achieved the full score, 

the “Take the Quiz  Again” button will still remained on

the result page. Please do not click it 
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Viewing Assessment Feedback

Once your trainer marked the assessment, 

you can view the result under “Marks” page

You can also view feedbacks and 

results under “Recent Feedback”

section on your Course Homepage 

This number indicates the 

number of your results recently 

published by your trainer 
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Viewing Assessment Feedback

Click on the assessment name to open Feedback page

There will be a blue dot next to 

the assessments where

results were recently published

By default, assessments will be 

sorted by Due Dates

Click to select a different view
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Viewing Assessment Feedback

Click “View Feedback” to view detailed comments or annotations made on your submission

Click to view 

Rubric’s results and comments

Overall comments for your submission
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Viewing Assessment Feedback

You now see comments/annotations made on your file. You can reply to the comments 

or use the annotation tools to add comments to your file 

Add a overall comment here

Click on the 

comment box 

to reply

Annotation tools

You can also 

record an audio 

or video as your 

comment

If you got a “Not Yet Satisfactory” result

you will need to click this button to 

Re-submit your assessments

You can download

a PDF version of 

your submission

which includes all

annotations 

Click to expand the window
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How to send a message to your trainer

Click “Help” then click on 

“Ask Your Trainer a Question” 

Click Here

Select your current class from the list. Then 

type your message in the Message box and 

click “Send Message”

Then select your class
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How to send a message to your trainer

Once your trainer replies to your 

message, you will see it in your 

“Inbox”. Click on “Inbox” to view 

all your messages.

You will see a list of all your messages, similar to your email. 

Click to 

open 

Inbox

Click here to Reply

Click to download attachment

Click to 

view message

You can also compose a new message with this button

Click on       to view instructions 
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IT Issues? Canvas questions? We are here to help

Open the Page that you’re having the issue (*)

Click “Help” then 

click on “Canvas Questions or Problems?” 

Write Subject and Describe the issue then 

select “How is this affecting you?”. 

Click “Submit Ticket” when you finished

This allows us to get the exact location on Canvas LMS 

where you are having the issuePage 20
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IT Issues? Canvas questions? We are here to help

You will receive a confirmation email. 

Once we replied to your ticket, you will receive 

our response from “Instructure Support”

in your email. Please also check your 

Spam/Junk box if you didn’t see the email

If the issue wasn’t resolved, you can reply to 

the email with further details
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Adding your Profile Image

(Optional) Adding your profile image allows 

your trainer to identify you quicker

Click “Account” on the left-side 

navigation bar to open Account panel

Open “Account” panel

Click “Profile” to open Profile setting page

Click on “Profile”

Page 22



Canvas LMS – Quick Start Guide

Adding your Profile Image

Click on the circle image
You can either select an image from your computer 

or take a picture with your webcam. Press “Save” 

after you finished

Or take a picture 

using your webcam

Click here to browse image from 

your computer

Page 23



Canvas LMS – Quick Start Guide

Sending and Viewing Messages using “Inbox”

Click “Inbox”

By default, messages from 

all courses will be displayed.

You can click here to filter by

Course that you’re enrolled

Message Boxes

• Inbox

• Sent

• Unread

• Starred

• Archived 

Reply to 

the message

Delete the message

Compose a new

message (Step 2)

Message Options

• Mark as unread

• Forward

• Star
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Sending and Viewing Messages using “Inbox”

Write a new message by clicking

“Compose a new message” icon

“Compose Message” box will appear

(1) Select your course (2) Select to whom you

want to send a message

(3) Write a Subject

and Type your message

Attachments

• Upload a file

• Or record video/audio 

(4) Click “Send”
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Canvas Student App login and Notifications Settings

Search and download “Canvas Student” app

In the App Store or Google Play Store.

Open the App

Press “Find my School”

Page 26

Installing Canvas Student APP allows you to 

view course contents and receive important 

notifications on your smartphone 

If you open this document on your smartphone

You can also click on the following icons:

For iPhone or iPad

For other Android

Smartphone

If you have already 

signed in to Canvas on 

your computer. You can

find QR code to login 

under “Profile” menu

https://apps.apple.com/au/app/canvas-student/id480883488
https://play.google.com/store/apps/details?id=com.instructure.candroid
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Canvas Student App login and Notifications Settings

Enter your login details then press “Log In” 
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In the “Find your school or district” box type

“Builders Academy” then Select it from the list

Type here

Then Select

“Builders Academy”
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Canvas Student App login and Notifications Settings

The next few steps will show you how to change

Notifications Settings on your Smartphone.

*We recommend you to follow these steps to reduce 

the number of unnecessary notifications
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You now see your “Dashboard” with

your courses

(1) Press here to open 

the side menu

(2) Open Settings
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Canvas Student App login and Notifications Settings

Press the Toggle to turn On/Off
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Open “Push Notifications”

(4) Press the Toggle

(3) Open Push Notifications We recommend to turn off

all notifications except

the following:

• Announcement

• Due Date

• Grading

• Discussion

• Added to Conversation

• Conversation Message
* A description of each notification setting is available here 

https://buildersacademy.instructure.com/courses/24/pages/notifications
https://buildersacademy.instructure.com/courses/24/pages/notifications
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For detailed instructions, tips & tricks 

and other system User Guides 

Please Open

“Student User Guides” in the  “Help” Menu
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