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GETTING STARTED  

Welcom e  t o  M y Tra inwes t  
myTrainwest is our Learning Management System (LMS) specifically designed to assist our students and clients 
throughout their learning journey with us. Trainwest uses Canvas to create a digital learning environment that 
supports our high-quality training and assessment services.  
 
You can access your course content, submit assessments, communicate with their Trainer/Assessor and other 
students, and receive grades and feedback. 
 
Company Representatives can also be provided access so they can monitor their employees progress and provide 
them with support when they need it. 
 
If you have any questions about Canvas, please speak to your Trainer/Assessor or contact Student Services. 
 

1300 938 411    admin@trainwest.com.au 
 

Log in  to  Canvas  
Login to Canvas from our website through our eLearning Login Portal: 

1. Go to myTrainwest 

2. Select eLearning 

3. Click on the eLearning Portal button 

4. Click on the Canvas eLearning Login button 

 

 

or click on the Login Now button below. 
 

 
 
  

       Login Now 

mailto:admin@trainwest.com.au
https://trainwest.com.au/mytrainwest/elearning/login/
https://trainwest.instructure.com/login/canvas
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When you in the login page, use the email and password provided to you by Trainwest.  
 
Please contact Trainwest if you do not have your login details.  
 
 
 
 
  



© Trainwest | Canvas Support Guide  Page 6 of 15 
Version 2.0 – 11/05/2023 

Your  Can vas  Ac coun t  
Once you log into Canvas, the first thing you will see is your Dashboard. The Dashboard helps you see what is 
happening in all your current courses. 
 
Your Dashboard may have announcements created by Trainwest. Once you have read an announcement, you 
can delete it from your dashboard by click on the Remove icon. 
 
You can return to your Dashboard at any time by clicking the Dashboard link in Global Navigation. 
 
The Global Navigation Menu is located on the left side of every page in Canvas. These links provide you with 
quick access to your Canvas features: 
 

 
 
With your Canvas account, you can: 

• Update your Profile under Account settings 

• Access your courses from the Dashboard and Courses link 

• View events and create your own in the Calendar 

• Use the Inbox to receive and send messages to teachers and students in your courses 

• Add videos in the Studio 

• View your History and get Help 

 

Canvas  He lp  
In addition to the information in this guide, you can get help and instructions through the Canvas Community.  
 
To access this help, click on any of the buttons below. 
 
 
 
 
 
 

  

 
 
 

STUDENT 
GUIDE 

 
 
 

STUDENT 
VIDEOS 

https://community.canvaslms.com/t5/Canvas-Student/ct-p/canvas_student
https://community.canvaslms.com/t5/Student-Guide/tkb-p/student
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NAVIGATE COURSES 

Cou rse  Int ro du ct ion  
Access your course from the Dashboard or Courses tab in the Global Navigation Menu. 
  
Before you start, you need to complete the Introduction section. This includes reading all the information and 
signing the Student Agreement at the end.  
 

 
 

Stude nt  Ag ree m ent  
You will have access to your learning and assessment resources until you have signed the Student Agreement. 
 
You need to: 

1. Click on Student Agreement  

2. Read the Agreement 

3. Select Mark as done.  

 
The activity will change to  Done and you will now have access to all course resources. 
 
TIP! If you click on  Done again, it will change it back to Mark as done. Doing this means your access to the 
learning resources and assessments is removed. If you ever find that you cannot see your learning resources or 
assessments, check that the Student Agreement is  Done. 
 

Learn ing  Re sou rces  
Your course will provide you with a range of different learning resources, including: 

• Materials viewed in the Canvas course 

• Links to external websites 

• Downloadable documents that can be viewed offline 

 
Follow your Trainer/Assessor instructions on how to access and use these resources. 
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COMPLETE ASSESSMENTS 

Cou rse  Assess m ents  
All your assessments are provided on the main Course page. 
 
Follow the assessment instructions to complete them. If you have any questions, you can ask your 
Trainer/Assessor in the course. 
 
TIP! You will notice that the term ‘assessments’ and ‘assignments’ are used. Both terms mean the same thing. 
You must complete all the assessments in your course. 
 

Assessm ent  I c o ns  
There is an icon next to every assessment that represents your progress status.  
 
When you hover your mouse over an icon a pop-up window will give you more information on what it means. 

  

 
 

 

You have not made a submission. When you hover your mouse over 
this icon it will tell you must achieve. 

 

You have made a submission and it has not been marked yet. 

 

Your submission has been assessed as Not-Yet Satisfactory and 
there are resubmissions to complete (read your feedback in the 
comments section). 

 

Your submission has been assessed as Satisfactory. Once you have 
completed all assessments for a section, you will see this green tick 
in the section heading. 
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Assessm ent  Ins tru ct i ons  
When you click on an assessment you will be taking to the Assessment Instructions page. Read the instructions 
carefully as they tell you exactly what you need to do.  
 
At the top of the page you will see a summary of the assessment requirements, including how many attempts 
you have made and are allowed to make. 
 

Knowle dge  Que st ions  
Each set of Knowledge Questions are a combination of multiple choice and extended essay questions. 
 
For questions starting with “Describe” and “Explain”, your responses must be in your own words. 
 
When you are ready to answer the questions, click on the Take the Quiz button. 
 

 
 

P rojec ts  
Projects require you to provide evidence that demonstrates the requirements skills, knowledge and experience 
for that assessment. Types of evidence may include: 

• Documentation 

• Text responses 

• Video 

 
When you are ready to submit your evidence, click on the Start Assignment button. 
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Reco rd  V ideo s  
Canvas Studio is a communication tool that allows instructors and students to actively collaborate through video 
and audio media. Learn more about Studio on their website. 
 
If you need to submit a video for an assessment, you can record your evidence directly in Canvas.  
 
You can access Studio through the Global Navigation menu or in the course once you click the Start Assignment 
button.  
 
You can record videos in the assessment by clicking on either the Studio and/or Media tab. 
 
 
 
  
 
To record your video: 

1. Click Record 

2. Select Camera (WebCam)  
3. Click Start Recording 

4. Check:  

• Mic is working (blue bar)  

• Camera is ON with enough lighting and is positioned well 

5. Click Finish 

6. Enter the File Name 

7. Relabel Title 

8. Click Save Media 

 

 
 
 
 
 
 
 
 
 
 
 

https://www.instructure.com/k12/products/canvas/canvas-studio
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Assessm ent  Su bm iss ion s  
Once you have completed an assessment, you need to submit your evidence in the Canvas course. 
 
Before you submit your evidence, remember to read the Assessment Instructions again to make sure you have 
everything you need. 
 
To submit your evidence: 

1. Click on the Project assessment 

2. Click Start Assignment 

3. Following the instructions specific to the type of evidence you are submitting  

 

 
 
Once you have submitted an assessment, your Trainer/Assessor will receive a notification of your submission. 
They will mark your assessment and provide you with feedback in Canvas as well.  
 
You will receive an email notification that your assessment has been marked. You need to login to Canvas to 
access your results. 
 
IMPORTANT! Your Trainers/Assessors are busy delivering training and marking assessments for many students. 
They will review and mark your assessment submissions as soon as possible so please allow them a suitable 
timeframe to do so. If you do not receive a result or feedback two (2) weeks after your submission, please contact 
the Trainer/Assessor or Student Services. 
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GETTING STARTED  

Creat e  Yo ur  Ac coun t  
Trainwest can provide employers with a Company Representative account in Canvas so they can monitor their 
employee’s progress.  
 
If you are a Company Representative, you will receive an email invitation from Canvas. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To create your account, click on the Get Started link.  
 
This will take you to the registration screen where you need to create and confirm your password.  
 
Once this is done, you will be able to access Canvas where you can view the marks of your employees and monitor 
the progress of their assessment submissions.  
 

Log in  to  Canvas  
Login to Canvas from our website through our eLearning Login Portal: 

1. Go to myTrainwest 

2. Select eLearning 

3. Click on the eLearning Portal button 

4. Click on the Canvas eLearning Login button 

 
or click on the Login Now button below. 
 

 
         Login Now 

https://trainwest.com.au/mytrainwest/elearning/login/
https://trainwest.instructure.com/login/canvas
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NAVIGATE MARKBOOKS 

Mark b ook  In t ro duct i on  
Access your employees’ course from the Dashboard under the Courses tab in the Global Navigation Menu. 
 
In the course, click on the Marks tab to view the Markbook.  
 
The Markbook displays assessments in a table with marks as points and outcomes: 

• The header row displays the assessments that must be completed for the course 

• The student row displays an icon that represents their status for each assessment 

 
If you click on the Student’s name a pop-up window will display an overview of their results. 
 

 
 

Mark b ook  I con s  
There is an icon for each assessment that represents the student’s progress status. 

 
Student has not made a submission. 

 
Student has made a submission and it has not been marked yet. 

 
Student has resubmitted an assessment and it has not been marked yet.  

 

Student has submitted a Knowledge Question assessment and the number 
represents Satisfactory answers. 

 
Student has submitted an assessment and been assessed as Satisfactory. 

 

Student has submitted an assessment and been assessed as Not-Yet 
Satisfactory. 
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Expo rt  Ma rk b o ok  
You can export the Markbook and download them to your computer as a CSV (Excel) file. The CSV columns 
display in the same order as shown in your Markbook. 
 
To export the Markbook: 

1. Click Export tab in top right corner of the screen 

2. Click on either: 

• Export Current Markbook View 

• Export Entire Markbook 

 
The CSV file will automatically download once the export is completed. 
 
If you have any questions, please contact Trainwest. 

 
 
 

 

1300 938 411 
admin@trainwest.com.au 

www.trainwest.com.au 


