Quick Canvas Guide
for New Faculty

If you're new to Canvas, this guide is the best place to start.

AN
b o4
\ PN 4

CANVAS

Prepared by
Department of eLearning & Faculty Development



Contents

Getting Started With CONVOS ..ueeieiiieiiiiiiiiiie ettt 3
SIANINTO CONVOS .ttt ettt e ettt ettt e e et et eeeeeeeetteeeeeeeeeeeaseissstreeeeeeeeeeeaannnns 4
Navigating Your Canvas DAShDOArd....eeeeeeeeeeeeieiiiiiiiiiiiiieiiiieeeee e, /
SETUDR Y OUIPIrOFIl€ . ettt eeeeareeae e e e e e 12
FINA YOUr SONAIDOX COUISE ..eeiuiieiiiiiiieiiiietiiet ettt ettt tee et esee e, 14
|ISee My CourseinCanvas, butwith NO Content ....uueeeeeeeeeeeieeeeciiiiieeeeeeeeeeee 16
How tolmport Course Content into EXisting COUISEQ ....uuuuueeeiiiiieiiiiiiiiiiiiiiiiiieeee, 18
VIEW AS STUAENT ettt ettt eeeeteaeeeeeeeeeeeees 24
More Resources for INSTTUCTONS .....ueeeieeiiiieieiie ettt 25




HELENAC(OLLEGE

UNIVERSITY OF MONTANA

Signin to Canvas

Navigate Your
Canvas Dashboard

Set Up Your Profile

Find Your Sandbox

Course

\ 4

More 1o come...

Whether you're new to Canvas or
need a refresher, this simple guide will
ensure you're ready to facilitate your

courses on Canvas.



Signin to Canvas

STEP 1

Open aweb browser on your device (Chrome —for the best experience, Firefox,
Edge, or Safari).
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STEP 2

Type in the address bar helenacollege.edu, click Portals, and choose
Employee Portal.
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STEP 3
Choose the Canvas icon.

X -+
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STEP 4
Choose Canvas NetlD Log in.
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STEP 5

Type in your NetlD and Password (a new NetlD account must be activated
before use.).
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A For your security, please close your web browser when not in use

NetiD /

Password

Look up my NetlD

| don't know my password
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STEP 6

You may be prompted to set up Multi-Factor Authentication.

Refer to IT's Instruction guide for more details:
e How to set up Multi-Factor Authentication?



https://helenacollege.edu/it/docs/how-to-set-up-multi-factor-authentication.pdf

Navigating Your Canvas

Dashboard

The Dashboard is the first thing you will see when you log into Canvas. You can
return to it anytime by clicking the Dashboard link in the Global Navigation

Menu.

STEP 1

Locate the Global Navigation Menu on the left side of your screen.

« The Global Navigation Menu remains visible wherever you are in

Canvas for easy access.

« This menu helps you move between different areas of Canvas, such as

Courses, Calendar, etc.
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STEP 2
Locate the Sidebar on the right side of your Dashboard.

The sidebar helps you see what assignments and events are
coming up in your courses. We willlook at how this functions
later, but for now, here is a quick preview of what it will look like.

» The To Do section lists all items needing grading,
including assignment names, course names, point
values, and due dates.

+ The Coming Up section shows assignments and events
due within the next seven days, including ungraded
items.

+ The View Grades button lets you see the overall grade
average for all your active courses.

This is a PREVIEW of
what this section will
look like after your
course begins.

However, you may
not have any
information in your
sidebar until that
time.

Dashboard

Published Courses (3)

BIOB101 - Discover Biology/Lab BIOB 160 - Principles of Living Sys ENSC10S - Environmental Sclence
' 5.1 1 AI0B1 S04

O : ~ 4,

Unpublished Courses (4)

BIOB101 - Discover Blology/Lab B106170 - Prin Blological Diversit. ENSC10S - Enviconmental Sclence

Recent Feedback

Nothing for now

View Grades




STEP 3

On your Dashboard, locate the Course Cards in the center of the screen.

+ Each course card represents one of your courses. Click

a course card to go directly into a course.
« From inside any course, click the Dashboard link in the Global Navigation Menu

to exit that course and return to your dashboard.

Dashboard

Published Courses (8)

Canvas Resources Your Name Sandbox GCrowing with Canvas: Quick Start ..
Canvas Resources Your Name Sandbox Growing with Canvas: Quick S.

T

HC Campus Resources Computer Literacy Course Accessible Onfine Materials A Gui..

HC Campus Resources Computer Literacy Course Accessible Online Materials: A,




STEP 4

You can use the Courses menu in the Global Navigation Menu to browse all
your courses and select which shows up on your Dashboard.

Explore the Courses menu.

» Clickthe Courses link [1] in the Global Navigation Menu.

» The Courses menu is organized into Published Courses and Unpublished
Courses. It also shows your favorite courses.

» Scrolldown to see all your courses if necessary [2].

« Stillcan’t see one of your courses? Click the All Courses link [3] near the top of the
menu.

Courses

All Courses [3]

Published Courses
Dashboard

Accessible Online Materials: A Guide
for Faculty and Staff

Courses

A8
Groups
" . c Growing with Canvas: Quick Start ...
omputer Literacy Course Growing with Canvas: Quick S...

[ s tora oy mouter Liters

Canvas Resources

Course Template (draft)

Growing with Canvas: Quick Start
for Teachers

& e Corat Ot

Q anmons

G

History

HC Campus Resources
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STEP 5

From the Courses menu, click the All Courses link fo view the page below.

« This page shows all your courses - not just the first 20 on the list.

Courses

Account

All Courses I

% Published Courses

Dashboard
Accessible Online Materials: A Guide

for Faculty and Staff

ourses

STEP 6

Want to customize your course liste

+ Choose a favorite course by clicking the staricon [1].

+ Look for the stars next to courses to mark them as favorites.

« It's a good idea to favorite your Sandbox course, current active courses, any
courses you'll be teaching next semester, and a Master course you can use as a
template. Once you've favorited at least one course, only those favorites will show
up on your Dashboard. (To see all your courses in alphabetical order again, simply
un-favorite everything.)

+ Only active courses can be favorited. An active course is a course that is published
[2] within its designated start and end dates [3].

+ Ifyou cannot click the staricon, the courseisn’t active.

St All Courses
Course

Drarsihiaoa

g Eayorite Course Mickrams: Term, Enrolied a6 Pulbdished
ooy * 8 Accessible OolinflMaterials: A Guide for Faculty 3 Faciltator L

S8
L7 T ‘ B Carves Becoures Student iy

= (1] 3] [2]
Caleridar * B Carnes Besour - '
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PART 3

Set Up Your Profile

Your profile personalizes your Canvas experience and helps you connect with
stfudents and colleagues.

In Canvas, you need to set up one profile that students in your courses can see.

STEP 1

Click the Account link from the Global Navigation Menu, then click the Profile link.

Logout
Dashboard

Courses

&& Profile
Groups Files

Notifications

Settings HC Campus Resources

HC Campus Resources
|
Calendac Shared Content

Folio
QR for Mobile Login
History Global Announcements

(=

Commons @ Use High Contrast Ul &




STEP 2

Click the Edit Profile button.

» To add a profile picture, click the picture icon.

» Then, select a picture by uploading a file or taking a photo.

+ Edit your Bio. Use the Biography section to share more about yourself.
* You can add personal links to your profile, socials, or portfolios.

+ Don't forget to Save Profile.

% Edit Profile

IProhIe

Name Pronunciation

— No name pronunciation provided

Contact

gistered services, you can add

Biography

Links

ks hav
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Find Your Sandbox Course

This is a private course just for you. You can use it to explore Canvas, experiment with tools,
test ideas, and build content without worrying about students accessing it. Want to try
something new or unfamiliar? Your sandbox is the best place to do that.

STEP 1

Locate your Sandbox course in your Dashboard.

« You should see a course labeled with Your Name Sandbox.

+ Ifyoudon’tseeit on the dashboard, use the Courses link in the Global Navigation
Menu to locate it in your complete list of courses.

« If you still don’t see it, contact eLearning@helenacollege.edu

@ Dashboard

Adi Published Courses (8)
&

Groups
E Canyas Resources Growing with Canvas: Quick Start HC Campus Resources
td

Canvas Resources Growing with Canvas: Quick S HC Campus Resources

B
Calendar

®
/
History

&

Commons
3\
"
Help

Computer Literacy Course Your Name Sandbox Accessible Online Materials: A Gui..
Computer Literacy Course Your Name Sandbox Accessible Online Matecials: A..

7] & B &)
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STEP 2

Explore your Sandbox course and experiment with some of its features.

+ Spend some time familiarizing yourself with Canvas and its features.

» Use the Modules link in the menu [1] to see how the course is organized from start
to finish.
» Click the View as Student button [2] in the upper-right corner to see what your

students see. Students cannot view any unpublished pages [3].

+ Try building new modules [4], adding new assignments [5], or exploring other
features.

+ If you create something you like, you can copy it to one of your active
courses later.

Q' —  Course Tempiate (draft) » Modules [2] &3 View as Student
Account

®

" Home
Admis Collapse All View Progress ) Export Course Content ° Publish All {4]
(4%

@ =
- i » Course Setup (Tips for Instructors) v
[ ] i [ Course Setup Quick Tips 9
Julr 2es
] ' 2
Collaborations i » Getting to Know Survey (Example) 5
Peogle
’ Please take a moment to fill out this very short survey--| like to ask these questions at the [3]
rues
beginning of the semester to make sure you have everything you need. | also want to provide help
Pares if you are facing any obstacles with the class or if you have questions.
Commons Quicomes
- " Getting to Know Survey (Not graded)
(3) Now Analvtics
Help item Barks i ~» Getting to Know Survey (Graded)
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PART 5

| See My Course in Canvas,
but with No Content

Which courses have content in them, and which are empty shells?

Discovering one of your courses is empty can be frustrating. Let’s look closer at which courses
should contain content and which ones will require you to add those materials.

Canvas Resources

Canvas Resources

Past Courses:
Already have content in the modules

Most courses migrated earlierin 2024 will
typically have content from the Moodle
platform, our previous LMS.

On the next page, we will guide you on
verifying if your course contains this
content.

Computer Literacy Course

Computer Literacy Course

New Courses:
No content yet
For future semesters, new course shells will

contain only the course template. You will
need to either copy content from previous
semesters or develop new content in
these shells before the start of each new
semester.

We’'ll cover those steps later in this
document.

16



STEP 1
Choose a course that you'd like to check for content. From the Home Page, click Modules.

While your Home Page may feature a template that requires editing, this doesn’t mean your
course lacks allits content. Exploring the Modules view is a simple way to check if your
migrated course has its content.

74063-CAPP156

CAPP156 - MS Excel

I CAPP156 - Introduction to Excel

STEP 2

Scroll down and look for content. - Cotiren et (Tine bor nsiviscion)

Course Setup Quick Tips

» Scrolldown through your
modules. Look for content
that you recognize from the
Moodle platform.

+ Identifying familiar materials will
help you understand what has
been migrated and what you
may need to adjust or update . 3 Welcome to Week One!
as you prepare for your course.

* Repeat these steps for any
courses you are curious about.
If you don’t find any
recognizable content in one
of your courses, make a note . SAM Getting Started Project (MindTap)
of it as we continue through ‘
this guide.

+ Before You Begin... Please Start Here

* Welcome - Week One tasks

F Week One - To Do List

Introduce Yourself Forum

# MindTap Login & Support

e Management SAM Training {

Windows 10 File Management SAM Exam (MindTap)

17



START HERE PART 6

How to Import Course Content
nto Existing Course®e

STEP 1

Go to the Canvas community help page for more information on How to use
the Course Import Tool.

« Navigate to an existing course where you want to import the course content.
« Click the course card on your Dashboard. (Try using the Sandbox for the beginning.)
» Click the Import Existing Content button on the right-hand side of the screen.

Dashboard Student [% Immersive Reader

Published Courses (8)

»] Import Existing Content

%

2 Import from Commons

2 Choose Home Page

ths View Course Stream
Canvas Resources Your Name Sandbox

Canvas Resources Your Name Sandbox ?) Course Setup Checklist

(32 2
&) & New Announcement

ths New Analytics

History

(€3

L) View Course Notifications

18


https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-copy-content-from-another-Canvas-course-using-the/ta-p/1012
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-copy-content-from-another-Canvas-course-using-the/ta-p/1012

STEP 2

Click on the drop-down box next to Content Type.

-

Home
Import Content
%) Syllabus
Dashboard Khanmigo ContentType |} Select One v
Teacher Tools
Courses Modules
Collaborations
Discussions
Assignments Current Jobs
STEP 3
Select Copy a Canvas Course.
Import Content
Content Type Select One
N

Select One

Copy a Canvas Course

Current Jobs

Canvas Course Export Package

Unzip .zip file into folder
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STEP 4

Search for a course.

+ Typeinthe Course name and pickit up from a drop-down list. (Tip: You can use CRN#
for the fastest search.

+ Checkwhatyou need; Include completed courses and all content, or Select
specific content and Options.

WARNING: These steps can cause you to accidentally erase your
work in Canvas!

Proceed slowly, and take care when following these
instructions to avoid mistakes.

Importing the same course content more than once will
overwrite any existing content in the course!

Content Type anvas Cot v
¥ Search for a course I ﬂ
Includ I
-@%
‘ Content All content
Note the follow content types be im Settings, Syllabus Body, Modules, Assignments, Quizzes, Question Banks, Discussion
Topics, Pag | INcements s, Fil
Select spe ent
> Options Import existing quizzes as New Quizzes
Adjust events and due dates

Importing the same course content more than once will

overwrite any existing content in the course

l— u “‘I m

Click Import.
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During the import process, you might notice a progress bar [1] and a note telling
you that the process is still running [2]. You can also check the date and time [3]
and the course code [4] in the file name to ensure you look at the correctimport.

Details
Current Jobs
Course Copy PHSX226-1-Gen Science:... Nov 1 at 8:36am
Current Jobs

[4] [3] [2] [1]
ICnurﬁn Copy PH5X226-1-Gen Science.... Mov 1 at 8:36am m

When the import is finished, it should say Completed [5].

Canvas willautomatically check the content; if it detects any issues, it will tell you
how many it found [6].

Current Jobs
[5]
Course Copy PHSX226-1-Gen Science:... Nov 1 at 8:36am
[K] [A]
Course Copy WRIT101 - College... Aug & at 2:28pm 1 issues I

21



STEP 5

Click the link to learn more about the issues Canvas detected.

File Import ..onde canvas%281%29.zip Aug 19 at 8:16am
Course Copy Credentials Aug 15 at 11:43am
Course Copy WRIT101 - College... Aug 6 at 2:28pm 11 isst X

STEP 6

Take a few minutes to click each link in this list to see if you can determine what the
issue is and why Canvas flagged it. (Each link will open in a new tab.)

Common issues you might see:

You might have a broken link, and you'll need to fix that in Canvas later [1].

ourse Copy & WRIT101 - College... Aug 6 at 2:28pm Hide Issues|

Missing links found in imported content - Wiki Page body [ ] J

Good Practice:

If you're unsure exactly what you need from a previous course, it's better to import
all the content initially and then hide, unpublish, or delete anything you don't
need. Importing course content multiple times increases the likelihood of
encountering unexpected issues.

22



STEP 7

Please take a moment to check out your course in Canvas and look over the
content you just added.

+ Use the Modules linkin the menu [1] to see how the course is
organized from start to finish.

+ Clickthe View as Student button [2] in the upper-right corner to see
what your students see.

What do you notice about the content you moved over? Is everything working
as it should?

I PHSX226 » Modules

Meet Your Instructor (-]
1 Course Qrientation & Schedule (]
1 Course Materials (]
Create 3 Conceptual Academy profile (-]

= Chapter 01: About Science O
1 t (-]

. LAB IPC 01: Study Effectively




View as Student

* Instructors are recommended to navigate the course in View as Student after importing
materials and developing the course. It helps assess course navigation and presentation
of information.

* Instructors can view the course from a student perspective using View as Student.

* View as Student [1] is accessible from the top right corner of the Home page.
* Inthe View as Student, instructors experience the course as students do.
* The indicator at the bottom of the screen shows when in Student View [2].

* Instructors see a different navigation than students, such as the Settings link.

* Viewing as Student creates a Test Student in the Gradebook for testing purposes.
Instructors can submit assignments, post discussions, and take quizzes as Test Student.

* To exit Student View, click Reset Student [3] to clear the activity and Leave Student
View [4]to return to Instructor View.

* Additional details can be found in the Canvas guide How do | view a course as
a test student using Student View?

[1 ] 6d View as Student

| @ Publish Al | [EEEIVEETTS

th View Course Stream

Collapse All «1 Export Course Content
Accour t
- &) View Course Calendar
(4]
T .
o £1 View Course Notification ol
- ; + Course Dverview
= Ta Da
=
rsd Course Objective
i 2 [3] 4]

Resetting the test student will clear all history for this student, affowing you

b4 You are currently logged into Student View

o i Dhe course a5 o Brond new studeni.

24



https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-view-a-course-as-a-test-student-using-Student-View/ta-p/1122
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-view-a-course-as-a-test-student-using-Student-View/ta-p/1122

More Resources for Instructors

@ If you are ready for more, explore these helpful guides:

"- Canvas Guides | Instructure Community

Have a question about Canvas? You can search for answers and watch how-to videos
here. Go to the Community home page.

Canvas Resources for Instructors | Video Course
Canvas Resources for Instructors provides instructors with the resources they
need to use Canvas successfully.

Dedicated to providing instructors with support resources.

@ Helena College Canvas eLearning Pages

HELENA

Account

®

Admin

%)
Dashboard

Canvas 24/7 Supp it

NE
GET HELP ANYTIME!
e \\

é
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https://community.canvaslms.com/t5/Instructor-Guide/tkb-p/Instructor
https://community.canvaslms.com/
https://design.instructure.com/courses/221
https://helenacollege.edu/online/canvas.aspx

