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HOW TO EDIT YOUR PERSONAL ACCOUNT IN ULWAZI 

 

 

 



  
 

 
 

 

 

 

 

 

 

 

  To help lecturers/facilitators/coordinators and students to edit 

their own Account settings in ulwazi Learning Management 

System from the Global Navigation Menu 

 
AIMS OF THE TOOL 



 

 

 
 
 
 
 
 
 
 
 

 

  Access Global Navigation Menu and edit your own Account in 

ulwazi LMS 

  Download tool guide available for assistance 

 
OUTCOMES 



 

 
 

 
 

 
 
 
INTRODUCTION 

• Ulwazi is the Wits Learning 

Management System (LMS) and 

it uses the Canvas online 

platform to support teaching and 

• It is hosted in the Cloud so it can 

be accessed by many users 

simultaneously 

• The first item on the Global 

Navigation Menu is the Account 

button. 

 
https://www.wits.ac.za/ulwazi/  
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THINGS TO NOTE 

   
 

 

Each lecturer has access to Sandbox – we suggest you first use it to familiarize yourself 

with the platform. 

Discovering Canvas site – each lecturer has access to this course which has all important 

features available in Canvas. 

Resources on CLTD Website that can be used: 

https://www.wits.ac.za/teaching-and-learning/discovering-canvas/Links to an external 

site. 
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The first item on the Global Navigation 

Menu is the Account button. 

Account 
 

 

In this section you can make changes to 

your Profile, set up your Notification 

preferences, access your Files area and 

change your general Account Settings. 



 

Account Panel 
 
 
 
 
 
 
 

 

The Account panel contains a number of 

links to different areas in your personal 

Canvas account. 

 
We will look at the first four: Notifications, 

Files, Settings and Profile. 



Notification Settings 
 

 
 
 
 
 
 
 
 
 
 

 

Clicking on the Calendar icon 

will bring up a range of 

notification settings for a 

specific activity. 

 
You can choose to receive 

notifications immediately, or 

receive a daily or weekly 

summary. Notifications can 

also be disabled. 



Notification Settings 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Notifications that have 

been turned off will display 

this icon of a bell with a 

line through it. 



 

Files Area 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The My Files area is your personal files area. 

 
Note: Files in this area cannot be seen by anyone else. 



 

Course Folder Contents 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on the course name to display the folder contents in this area. 



Subfolder Creation 
 

 

 

 
Click here to add a subfolder 



Subfolder Creation 
 

 

 

 
 
 
 
 
 

Insert the folder name in the box and click on the to 

save it. 



Upload Files 
 

 

 

 
 
 
 
 
 
 
 

 
You can drag and drop files (documents, images, videos etc.) into this area 



Upload Files 
 

 

 

 
 
 
 
 
 
 

Or you can click on the choose files link to upload the 

files from your device. 



 

Further File Uploads 
 

 
To upload more files click on 

the Upload button … 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

… or drag and drop files into this 

area. 



Settings 
 

 
 
 
 
 
 
 
 

This area can be 

edited by clicking 

on the Edit 

Settings button 



Settings 
 

 
 
 
 
 

The Ways to contact 

sidebar allows you to 

select the various ways in 

which you want to 

receive communications 

within Canvas. 



Update Settings 
 

 
 
 
 
 
 

You can add another 

email address by clicking 

on + Email address 



Update Settings 
 

 
 
 
 
 
 

Click on + Contact 

method to add your 

mobile number to receive 

SMS notifications. 



Update Settings 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once you have made any 

required edits, click on 

Update Settings to save 

your changes. 



 

Services 
 
 
 
 
 
 
 

 

This area can be 

edited by clicking 

on the Edit 

Settings button 
 
 
 
 
 
 
 
 

Web services allows 

you to add services 

like Google Drive 

and Twitter to your 

Profile. 



 

Some of the info that is available 

for editing in Profile is dependent 

on some of the items you have 

chosen in Settings. 

Click on the Edit profile button 

to edit your profile. 

Profile 
 



Editing Your Profile 
 

 
 
 
 
 
 
 

 

NB: 

 
Your name is populated by 

info on the Wits system 

and is not editable. If 

changed it will revert to 

what is on the system. 

 
Title is editable. 



Editing Your Profile 
 

 
 
 
 
 
 
 
 

In this area you can 

choose to display 

the services you 

have registered for. 

 
In this case Twitter 

has been enabled. 



Editing Your Profile 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Biography and 

Links are 

editable. 



Editing Your Profile 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Don’t forget to click 

on Save profile 

when you’re done. 



 

 
 
 

 
is now displayed in the 

Contact section of your 

profile. Clicking on the logo 

will take people to your 

Twitter account. 

 
 

 
Note that the Twitter logo 

Edited Profile 
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