GETTING STARTED WITH CANVAS IN | () STEPS ®

ACCESS A CANVAS
COURSE

+ In Galobal Mavigation, click the Courses link, then go to the All Courses link. Courses are always listed
alphabetically; you cannot reardes your courses manually.

UPLOAD A SYLLABUS

The Syllabus Description is where you can post your coursa description, a brief introduction, class guidelines,
weekly rerinders, and other impartant infarmation. You can copy content fram Word documents or craate original
cantent inside of the Rich Content Editor. You can alse Fink to your Syllabus by uploading it inta Course Filesasa
PDF and linking it in the content selector. Canvas will automatically ceste a preview of your dotument so your
students don't have tn downioad it before reading it

- Aeess Syllabus within the course menu at the left. To edit the Syllabus, chick the Edit butten.

ADD ASSIGNMENTS

- Note: You can favorite any published cowrse that appears in the My Courses section on the coursa list page. i in {GRﬂDI NG Co LUMNS}
Course favorites also display in the Dashboard. To make & towrse a *favorita)” dlick the star next to a course you are logged into Canvas you can
Canvas, you access your upload your Syllabus as - Mecess Assignments within the course menu st the leh.
courses under the Course aWord or PDF Document, - Uindet the assignments Click on the + Assi firik, Typein the Assig name selicta
CU STOMIZE YOUR menu. Course(s) you have or you can cthoose to Due Date (if spplicable], ard peovide a tatal points possible. Note: Extra credit assignments
should have (f points possible so that they are caloulated as extra points.
N OT I FI CATIO N s been S_:hedmed t,o teach tepp‘paste the_ text of - Cheose a Submission Type fhow you want ta receive the student waik - online, an paper).
will automatically your Syllabus directly Create - Click ort Save & Publich,
- In Galebal Navigstion, click on the Account link and ga to the Notifications appear. into Canvas. an Assignment for :D‘hr Make sure Ihaljuu;uhluhlza(h assignment to make H'::‘m available 1o studerts.
Notification link. Review and custamie sach. % - b reating an assignment acds 3 column in the bioak for t nit. Assig) t
in Canvas is what tells the ;
- We recammend receiving the “Comarsation” messages ASAP as your stem WHAT inf ti “:?““ Hgd]'ﬂl:l gﬁlge a cannet be directly added to the gradebook.
prefermed contact method . Students can always send you mesages sy EI'I'.I iniorma D!‘ student en u{“:lg e
via the “|nbox/Conversations® in Canvas so it is impartant for you to you wish to be sent outside semester, this may include
wiew thes ar have them forwarded to your preferrad contact method, of Canvas, HOW OFTEN, qu‘lnes, papers, I

and WHERE it is sent.

MODIFY YOUR

CANVAS SETTINGS

+ In Gilobal Mavigation, click an the Account link and go ta the
Settings link.
- Click on the icon to the left of your name 1o 2dd a Profile Image

Within Canvas
you have the option
of customizing your

participation,
attendance, exams,

_— ; If you
" wish to add files (such "\
as Word and PowerPoint)

- Aecess Modubes within the course menu at the (eft.

- Click on + Module an the right for each lsaming unit of your course|some
instructors break their course into Chapters, Weeks, Sedtions, Madules, et ).

- Type in the Module name, edit settings, chedk mark the box if you wish to lack
the contents of the madule until a specific start date. Tick on Add Medule.

- Under a Module, dick an the + jcon to add items and content fo the Module.

f_‘hlﬁ cani be a picture of yourself ar any pictuie that pou would Mings b}l adding a to Canvas or Pm‘"de - Select the type of item 1o add from the menw, you tan add quizes!sign-
like to represent you). : ; students with web page jsouesi i H .
. Click on the Edit Settings button an the right s modify your D;splay Name, aﬂdmg a . i pag mente/disoussions or to content, such 25 PawerPainte, Ward dacuments,
b NSA™ 5110 chanias Gour e 3008 Profile Image, and/or links, Modules is the webpage links {external URLs), and content page links (web page within
CI.:[&FU 1o Satth o { e 4 . g€, ; preferred way to Carvas . if you are adding new items, look for the *New” aption at the top af
+Eickom et Seftings b saie o changes changing your time + the lict (Mew File, New Assignmant, New Content Page, ete ]. Click Add Item.
zone. e, 2Y92NIZE YOOI Note: Make sure that you publich each module and itsm you add to 2 module

PUBLISH THE

COURSE

- Berags Home within the course manu at the beft.

+ Linder Course Status at the top-right of the caurse,
chick an the Publish butian.

+ We recommend adding a “Weltome Announcement,”
as every student will be new fo Canvas.

In order for
students to see a
Canvas course, you
need to publish it It
takes just a few seconds
to publish a course!

Note: Publishing 2 course
does not publ ish content that
s heen designated 2
‘drall’ or unpublished To
pubdish content,
assignments. madules, 2ic
i ek ol ik thee putblish
kon next to zach item,

Prior to publishing
a course, it is a good
idea to view the course
under Student View in
order to test it fully
before it's published.

The "Homepage" of

your course can be
customized. You can create a
unigue page oryou can have

the Syllabus, Modules, or
Assignments be the
Homepage.

VIEW THE COURSE

AS A STUDENT

- Beress Sattings within the course menu at the left.

- Click on the Studert View button.

- Prewiew the tourse a5 a student: post and reply to discussions,
submit assigniments, view grades, view people, view pages, view the
syllabus, view quizzes, view the calendar, and view the scheduler.

- Elick on Leave Student View at the bottomn right when done with
the preview.

Meate: tendance, conferences, corversstions,
tallshoratians, differertiated assignments,
external apps, groups, peer reviews, and peofiles
dha riot work far the Test Student.

publishing a course,
it is recommended that
any unneeded navigation
links at the left are hidden

from the student so as to

simplify their navigation
& direct them.

- hecess Home within the courze menu at the left
- Click on Choase Hame Page. Select an option and dick on Save.

to make them availsble to students

__content.

HIDE UNUSED
COURSE NAVIGATION

Areess Settings within the course manu o the left.

- Select the Navigation tab at the top center.

- Dran and drop unused menu items from the top t the battom. Hide as many
navigation links as necessary to simplify the student view. Hiding a link does
et disable the toal, it just hidas it fram the student Click Save.

Mote: To designate a Canvas Cartertt Page as yaur
Frant Pane, select Pages from the Course Navigation.

- hdd a New Paga OR Click View All Pages and veriy that
the page you want to designate is published. From the
Gear lton salect the Use as Front Page optian,

- From the Home area of your course, dick Choose
Home Page Fram the menu select Pages Front Page
and click Save

SELECT YOUR

HOMEPAGE LAYOUT




