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1. Log in to Canvas at canvas.goucher.edu using your Goucher username and password.
2. Click the Dashboard icon on the left. Video Overview: First Look: (Dashboard, Calendar, Inbox...)!
3. Click on your Course Title to open the course or click the icons in your course tile to directly access
some of the course elements (Announcements, Assignments, Discussions, or Files).
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Manage the Number of Courses Listed on the Dashboard and under Courses:
The dashboard area can look crowded for
some users. Users can customize their course
list if they want.

Click on Courses in the left panel then click on
All Courses.

Use the stars to choose which
courses appear in your course list.
If no stars are selected, all courses
appear. If some stars are selected,
only those courses appear.
*For example, star only the
courses in the current semester to
keep those courses easily
available.
To see courses in other semesters,
use Courses > All Courses
whenever needed.
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Find Your Course Material:
Video: Navigate in Canvas-Build Your Course Site (Create Graded Assignments, Use the Gradebook)
On the main course page, in the Navigation panel (in the red box below), click the Assignments link
(or any other link) to access it. Click on the Title of an assignment to open it, Edit the assignment, and
click the Save button. Detailed directions: How Do I Create an Assignment?
Click the +Module button (in the blue box below) to add a new Topic. “Module” = “Topic Section”
Click the Published button (in the green box below), in the Course Status section, to make your
course Visible to the students. Click the UnPublish button to hide your course site from the students.
Once your course contains a graded submission, you can no longer unpublish your course.
IMPORTANT NOTE: When you Publish your course, make sure the “Ends” date box is UNCHECKED if
you want students to log in prior to the start date (see the example on the next page.)
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IMPORTANT NOTE: When you Publish your course to make it visible to the students, make sure the
“Ends” date box is UNCHECKED if you want students to log in prior to the start date.

Open your course site.

Click the Settings link in
the left column.
UNCHECK the box for
Users can only
participate in the course
between these dates.
(Remove the check mark
from the box.)
Scroll down and click the
Update Course Details
button.
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Select a Home Page:
Once you open your course site (click Dashboard or Courses on the left) you can click the
Choose Home Page button on the right.
Then select the Course Modules option and click the Save button. When users open the course site it
will open to your list of “Topic Sections” or Modules as the main page.

Find your way Home: If you ever get
“lost” in your course site, click on
your course title at the top of the
page to return to your Home Page.
You can also click the Modules link in
the left navigation column to return
home, or click the Home link if you
set Course Modules as your Home
Page.
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Edit a Topic Section:
1. Click the + Sign to Add an
item to any Module (Add a
Discussion, Assignment, URL
Link, Video, etc. See page 13).
2. Green Cloud Icons indicate
that the item is published and
visible to the students. Click a
green cloud icon to change it to
Unpublished to hide the item.
3. Click the Drag Tool to click
and drag an item up or down in
the list.
4. Click the Edit dropdown
menu to Indent an item, Edit
an item, Move an item, or
Remove an item.

5. Click the Title of an item to
open it or Edit it.
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Upload a File:
1. Click the Add + sign next to any Module title.
2. Use the dropdown menu to select File, then select New File.

3. Click the Choose File button to open your file directory (files you have saved on your computer).
4. Double-click on a file that you have saved on your computer.
The selected file name will appear next to the Choose File button.
5. Click the Add Item button.

6. The new file will appear in
your course topic module.

7

Drag and Drop Method to Upload a File:
1. Click on the Files link in the left navigation panel. Every file already uploaded to the course site will
appear in a list.
2. Click on the Folder button if you wish to create a folder to contain files or skip this step.
3. Open your file directory on your computer to locate a file that you want to upload to the course.
Click and Drag the file title into the center of the file list.

4. Your file will now
appear in the file list.
Roll your cursor over
the right side of the
file listing and some
editing tools will
appear for each item.
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Create a Content Page:
Click the Add + sign

next to any Module
title.
Use the dropdown
menu to select
Content Page.
Click the New Page
option.
Type in a title for the
new Page Name.

Click the Add Item
button.

The new content page now appears in the
module. Click on the title of the new page.

Click the Edit button.
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1. Edit the title as
needed.
2. Type text, activity
directions, course
material, etc. into the
text box.
3. Click the Files tab (or
the Links or Images
tabs) to find items to
add to the page.
4. Click on any item in
the right column to add
it to the text box.
5. Upload a new file if
needed.
6. Click on the Options
menu to select who can
edit the page.
7. Click the
Save & Publish button
to save your work and
make it visible to the
students.
Note: Click the Images tab (see
#3 above) and select an image to
add it to the page. The image
can then be resized in the
editing text box. Just click on the
image to highlight it after you
place it in the text box. Then
click and drag on the corners to
resize it.
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Create a “Wiki” Page for Online Group Activities:
In the Options section
(#6 above), if you select
the Teachers and
Students option, you
can create a content
page that functions as a
Wiki page that students
can share and use for
group activities, class
assignments, and
collaboration.

Be sure to include specific wiki navigation directions with your assignment activity directions.
Examples of Possible Wiki Navigation Directions (Edit them to meet your needs.):
1. Review the Wiki Activity Directions and Rubric documents posted in the course Module so you will
know how you will be graded.
2. Group assignments were sent to you in an email. Work only on your assigned group wiki page. Do
not create a new page.
3. Inside your group page, click the Edit button on the right to add your work to your assigned group
page. Use the formatting buttons to select a unique text color to use for all of your work. Type your
name at the end of your first sentence to identify your unique text color.
4. When completed, click the Save button at the bottom of the Edit page to save your work.
5. This is a GROUP activity so feel free to collaborate and edit each other's contributions on the same
page to create one final project. Communicate by email with the other participants as necessary to
organize the group work together.
6. All group work must be completed by Thursday, 12:00 midnight EST.
7. On the following Friday, click on the other Group Pages and read the final work completed by the
other groups. After reading the final work completed on the other group pages, return to the course
site and open the Discussion Forum in the Module to complete the Wiki Group Activity Discussion by
the following Sunday, 12:00 midnight EST.
8. To leave the wiki and return to the course site, click the Course Number/Title in the breadcrumb
trail at the top of the screen. Check the official course schedule for all correct deadlines/dates.
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Below is the Student View of the Content Page example we just created.
Students can click on the MP4 file video link and the link to the Rubric that was added to the text box below
the Activity Directions. Students will click the Next button at the bottom of the page to work through each
item in the course module.
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Add an Item (Discussion, Assignment, URL Link, MP4 file, etc.):
Click for more
details: How do I
Create a Discussion

1. Click the
Add + sign (next to
any Module title) to
add an item to the
Module. Use the
dropdown menu to
select an item.
Type in a title and
click the Add Item
button.

2. Click on the new item title to complete the set up or to edit it.
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Create a discussion by typing/editing the title in the small text box, and typing the instructor’s
question in the large text box.
Click on the Files tab on the right to upload a Rubric or other documents if desired.
Select Options to define the type of student replies you will allow.
Enter Grade Points to add the item to the grade book.
Click the Save button.
Be sure the discussion is Published so students can see it. (Click the cloud icon next to the title
of the item so it is green - to publish the item and make it visible to students.)
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Once the Discussion is created, click on the Gear tool next to the Edit button to select other options
including Add Rubric (to add an interactive grading Rubric) if desired.
You can also select the SpeedGrader option here to easily grade all of the student replies.
See the Grade Book Basics section below for more details.
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Example of a completed Discussion: The instructor’s question and the student’s reply is in yellow. A
different student responded to the first student’s reply (indented in green below).
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Record a Video Reply in a Discussion:

Open a Discussion and click the Reply link.

Click the Record or Upload Media
icon in the formatting tools.

Enter a title for your reply in the Title box.
You will need to have Adobe Flashplayer
software installed on your computer.
Get the FREE Flash download here:
https://get.adobe.com/flashplayer/

Click the Allow button to allow access to
the camera and microphone on your
computer.
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(If you wish to upload a MP4 video that you
already recorded and saved on your computer,
click the Upload Media link instead of recording.)
Click anywhere on your image to
Start Recording.

Proceed to record your video reply.
When recording you will see a timer in the left
corner of your image and audio indicators in the
right panel. Use a headset mic for the best audio.
To Stop Recording, click on your Image.

Click the Save button to finish or click the red
Record button to re-record.
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A placeholder link for the video will
appear in the text box. You can
enter other text in the text box as
desired.

Click the Post Reply button.

A Preview Icon appears as your reply in
the discussion.
Participants will click the Play button to
view your video reply.

Student Guide to Recording Video:
https://community.canvaslms.com/docs/DOC-10627-4212710345
For more details about Recording Video:
https://community.canvaslms.com/docs/DOC-10393-4152719747
What Types of Media Files Can I Upload:
https://community.canvaslms.com/docs/DOC-10100-4152719727
Upload an Audio File Directions:
https://community.canvaslms.com/docs/DOC-10428-415265825
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Create an External URL Link (link to another website, video, etc.) in your course site:
Open the website that you
want to create a link to in
your course site.
Highlight and copy the
URL address for that site.

Open your Canvas course site.
Click the +Plus Sign icon next
to any course module title.
Select the External URL
option.
Paste the URL address that
you just copied into the URL
box.
Type in a Page Name for the
link.
Check the Load in a new tab
box. Click the Add Item
button.

The new link now appears
in the course module.
Remember to click the
Publish Cloud icon to make
the link visible to the
students.
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Add an Assignment
(Dropbox):
Click for more details:
How do I Create an
Assignment
1. Click the Add + sign (next
to any Module title) and
select Assignment. Select
the New Assignment option.
Type in an Assignment
Name.
Click the Add Item button.

2. Enter any
desired text in the
text box.
3. On the right,
select tabs to add
Links, Files, or
Images to the
Assignment and
click the Upload
button.
4. Enter Grade
Points to add the
item to the grade
book. Review other
options as well.
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5. If entering a grade, be sure to
define the Submission Type details.
Click for more details:
How do I Use the Grade Book

6. Click the Save &
Publish button to make
the Assignment visible
to the students.
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See the Student View of your course site:

Open your course site.
Click Settings in the left
column.
Click Student View in the
right column.

A pink outline surrounds the course page.
To leave the student view, click the Leave Student View button at the bottom of the page.
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Grade Book Basics:
Click for more details:
How do I Use the Grade Book
1. When you create an item, if
possible, assign Grade Points to
place the graded item in the
grade book.

2. Click on the Grades link in the left
column to open the Grade Book.

24

3. Locate your Graded Item and click on the cell for each student to enter a grade.

Develop the Graded Item Details:
1. Click on the Graded Item title (found in the course module) to edit or develop details.
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2. Click the Edit button to change points
or add content.
Click the Publish button to make the
graded item visible to the students.

3. Click the Rubric button to develop an
interactive Rubric if desired.

4. To develop the Rubric, click the Criterion link to enter each Rubric element. Enter grade points
possible for each criteria. Click the Update Rubric button.
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5. When you click on the title of a graded item in the course topic section, you will see the rubric
listed at the bottom. You can click on the pencil icon to edit the rubric.
6. On the right you will see the SpeedGrader option. Click on the link to open it.

7. In the SpeedGrader you
can enter grades and
comments on the Rubric.
Click the Save button.
Click the Submit button.
8. There are also buttons at
the bottom to Upload Files
(return a graded paper),
and Record a Video Reply.
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Example of a Graded Assignment using the SpeedGrader with a Rubric, Returning a File to the
student, and sending a Video Reply. Video replies help to build instructor presence in all-online
courses where instructors never meet the students face-to-face.
On the top right you can select the next student to grade.
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Create Weighted Grades in Canvas:
For more details: https://community.canvaslms.com/docs/DOC-10059-415267002

Open your Canvas
course site.
Click the Assignments
link in the navigation
panel.
Click the Group
button and create a
group to be
weighted.
In this example I
created 2 groups
(Discussions and
Assignments).
Drag each graded
item up from below
into the correct
group.

Click the Edit Gear at
the top and click the
Assignment Groups Weight
option.
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Check the box next to Weight final grade based on assignment groups.

Type in a percentage value for each
Assignment Group to identify its percentage
of the final grade.
Be sure to create a total of 100%.

Click the Save button.

Now when you click the
Assignments navigation
button, you will see the
percentage of the total grade
that has been assigned to
each assignment group.
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Enroll a User in a Canvas Course Site:
For security and licensing reasons, the Registrar is the only one authorized to enroll faculty and
students into Goucher course sites. Faculty may occasionally need to enroll a teaching assistant or
another instructor into their course site to give them temporary access to their course material.

Open the course site.
Click the People button in
the left column.
Click the +People button
on the right side.

Type the user’s email address
in the text box.

Select the correct Role.
(Example: The role of TA
should be selected for staff
members who need to access
courses to enter outcome
scores or grades for faculty.)

Click the Next button.
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You will receive a
confirmation message.
Click the Add Users
button.

The user will receive an email invitation and “Pending” will appear next to the user’s name.
The user must activate the enrollment by accepting the email invitation.

Use the dropdown menu
on the right to make
changes as needed.
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Create Groups:

More Details: Create Groups

In this example we have 3 instructors sharing one large online course site. We created 3 email groups
so the instructors could easily email just the students assigned to them. To do this we created one
Group Set called Email Groups. (There is a default Group Set automatically created called Everyone
that includes everyone enrolled in the course site.) The instructor can also create additional Group
Sets for students in individual course assignments or other group activities as needed.
1. Open your course site and click the People navigation link.
2. Click the +Group Set button to create a new set of groups. (You may create different sets of groups
for different activities or functions.)
3. Click the Group Set tab for the group set you just created.
4. Click the +Group button to create individual groups in that new group set.
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Once groups are
created, click and drag
students found in the
Unassigned Students
list into a selected
group. You can also
drag them back to the
Unassigned Students
list or into a different
group area.
Each group has a Gear
icon on the right.
Click the Gear icon to
make changes or click
Visit Group Homepage.

On each Group
Homepage you will find
separate navigation links
for each group to use to
create:
Group Discussions,
Announcements, or
Collaborations, etc.

Click the Collaborations
link.
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Collaborations Using Google Docs:
More info: How to Use Google Docs
After clicking the Collaborations link in
the side navigation panel, you will see
directions for using Google Docs. With
Google Docs, participants can write,
edit and collaborate on the same
shared document. Each user will need a
Google Account to participate.
Create a Google Account
(If you have a Gmail account you
already have a Google Account. You
may want to create a separate Google
Gmail account to use just for school.)
In the Start a New Collaboration area
click the Google Docs option. Click the
Authorize Google Drive Access button.

Type a new document name in the text box.

To give editing access to the shared document,
Add Collaborators. Click on the names of the
participants to add them to this doc in the
Collaborate With box.
Click the Start Collaborating button.
View Student Group Activity as an Instructor:
https://community.canvaslms.com/docs/DOC10139-415255495
View Collaboration as a Student:
https://community.canvaslms.com/docs/DOC10500-421255293
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Set Notification Preferences:
Select when you want to be
notified about course activity.
Click Account in the left panel.
Click the Notifications link.
For each item click your
preference:
 Notify Me Right Away
 Send Daily Summary
 Send Weekly Summary
 Do Not Send Me Anything
Send Email Messages from Inside a Canvas Site:
Important: Students will not receive Canvas messages until the site is Published by the instructor.
Students can set their Notification Preferences to Notify Me Right Away so that Course
Announcements, Alerts, Conversation Messages, etc. will be delivered to their email right away.
To Send a Message click the Inbox
icon in the left panel then click the
Compose a Message leaf.
Note: On this page you also have
access to your Inbox.

Select a course, group or individual recipient
using the To dropdown menu.
Type a Subject and a Message in the text
boxes.
Click the icons in the lower left to attach a
document or create an audio or video
comment.
Click the Send button.
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Find Help:
Chat with Canvas Support
Reset Your Password

Click the Help link in the left
column.
Click links including:





Training and Support
Search the Canvas Guides
Chat with Canvas Support
Reset Your Password

For More Canvas Instruction
For Faculty and Staff

For Students (Copy these links to Share
them with your Students)

Canvas Instructor Guide
Canvas Video Guides
How do I Create a Discussion
How do I Create an Assignment
How do I Use the Grade Book
Canvas Training
Canvas Student Guide
Student Training and Videos
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