Instructions, Canvas: Basics || Workshop

Create a practice site

Use the following information in creating your practice site:
1. Name: practiceSite
2. Under settings, hide everything in Navigation Pane EXCEPT:

a. Home, Pages, Syllabus, Assignments, Grades

Verify that “People” has only YOU in the course.
Publish the course, and enter student view.

Managing Resources with “Pages”

Following the Detailed Instructions provided:
1. Upload the file materials.zip to the course site.
2. Create a page called “Week 1: Rachmaninoff”

a. Embed the image rachmaninoffPortrait.jpg in the Page.
i. Alt text: Portrait of Rachmaninoff
ii. 160 for first entry of dimension

b. Write the prose: “Listen to this historic recording of Rachminoff playing his own
Prelude, op. 23, no. 5. Follow along with a score.”

c. Link to the external website for a Variations recording of the prelude with the text
“historic recording”
(url for recording is in variationsLink.txt on desktop).

d. Link to the Canvas course content RachmaninoffOp23n05.pdf (in Files) with the
text “a score” a hyperlink.

e. Publish the Page

3. Create a page called “Welcome Page”

a. Embed the image of a Week 1 button (there are two to choose from).
c. Link to the Canvas course Page “Week 1: Rachmaninoff” with the Week 1 button.

4. Make Welcome Page course site Home Page

a. Select “Welcome Page” as the Pages Front Page.

b. Choose Course Site Home Page, setting it to the Pages Front Page.



Creating Appointment Signups

Following the Detailed Instructions provided:

1. Create the Appointment Group “Practice Site Office Hours” in Scheduler
2. Select practiceSite in Calendar

3. Set date to Monday, February 22, and time range to 10-11:30am

4. Tell Canvas to divide the 1.5 hour office hour into 15-minute slots

i. BE SURE to click “Split” before Save or Save & Publish.
Assignments

1. Create Assignment #1, which asks students to upload a PDF of Rachmaninoff’s op.
23, no. 5.

2. Set due date to Friday, February 27, 5pm

3. Examine what happens in Calendar and Syllabus
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Detailed Instructions for Canvas: Basics Il Workshop

Creating a Practice Site

1. Click “Start a New Course” on the Canvas Landing Page. If you’

re already logged in,

Click on the IU Canvas logo in the top-left corner of your browser window.

800 (9] User Dashboard * W=k -
e
| @ https://iu.instructure.com & | (Q Search wBa ¥ # =

Sebastian Bisciglia  Inbox Settings Logout Help

m ':::' canvas Courses ~ Grades Calendar Commons

Recent Activity

No Recent Messages

You don't have any messages to show in your stream yet. Once you begin participating in your courses
you'll see this stream fill up with messages from discussions, grading updates, private messages
between you and other users, etc.

1. Click “Start a New Course”

Coming Up (5] view Calendar

Mathing for the next week

Recent Feedback

Nathing for now

Start a New Course

2. Give your course a name in the CowrseName | practicesite

pop-up window that opens.

Here I've used practiceSite, but
anything goes.

Content License Private (Copyrighted) j

_) Make course publicly visible
(student data will remain private)

3. Click “Publish” on the newly created course site page. After the click, the “Publish”

button will turn green and say “Published.”

800

practiceSite »® "\ -

(€ ) @ hitps://iu.instructure.com/courses /1454326 @ | (Q search A 4+ &
p

Sebastian Bisciglia  Inbox  Settings Logout  Help

m l'-.' canvas Courses ~ Grades Calendar Commons

Nar

After clicking

iceSi ' ticeSit
il praciieente Course Status Course Status
Home T 7""; ) 1
THIS COURSE IS UNPUBLISHED ; Publish : € Unpublish
Only Teachers Can See This Course Until it 1s Published 3, CIle ”PU bl iSh”

Need help setting up
Discussions your course?

Grades €3 Choose Home Page
Pecple Setup Checklist

Course Setup Checklist

& Import from Commeoens

G» Import from Commons
€3 Choose Home Page

@ Course Setup Checklist
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Uploading Files to a Course

1. Click “Files” in the course Navigation Pane.
2. Click “Upload”, and select the file(s) you wish to upload.

a. To upload a folder, or a combination of files and folders all at once, compress the
items as a single .zip file, then click “Expand It” in the pop-up window that opens.
Canvas will replicate the file/folder structure of the items you’ve zipped.

8 006 Files % W+ ~

':'\(- ::' & https://iu.instructure.com/courses /1454326 /files c

Q, Search wBEa ¥R =

Sebastian Bisciglia  Inbox  Settings Logout  Heip
w ."?‘

'-t’a:." canvas Courses ~ Grades Calendar Commons

practiceSite # > practiceSite > Files

2. Click“Upload”

+ Folder #SUpload

Home

= ) ¥ 8 practiceSite Name « Date Created Date Modified Modified By Size
iscussions

e s Tolder Is empt

People

Syllabus 1 . CIiCk”FiIeS”

Conferences

Collaborations ) 0% of 4.3 GB used All My Files

Zip file options X
Would you like to expand the contents of

“materials.zip" into the current folder, or
upload the zip file as is?

2a.—> Expand It Upload It

4
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Creating a “Page”

1. Click on “Pages” in the course Navigation Pane.
NB. “Pages” is probably greyed out if this is the first Page you're creating.

2. Click the blue “+ Page” button.

@ | (Q search PR3N A

Sebastian Bisciglia  Inbox  Settings Logout  Help
T
24 Ccanvas Courses ~ Grades

practiceSite A > practiceSite > Pages
Home o .
2. Click“+ Page
PAGE TITLE = CREATION DATE LAST EDIT
Discussions
Grades Mo pages created yet. Add onel
People
i1 1.Click“Pages” (its font is currently greyed out)

3. Inthe page that opens, give the Page a title.

a. Here you’re working with the Canvas Editor. You'll encounter this editor when
creating other content too, like “Assignments” and “Quizzes.”

]
practiceSite: Pages =0 4+

;' @ https://iu.instructure.com/courses/1454326/pages [

Q, Search DI Al = T

Sebastian Bisciglia Inbox Settings Logout Help

w l:::' canvas Courses ~ Grades Calendar Commons

practiceSite ] practiceSite > Pages

3. Give the Page a title Insert Content into the Page
Home . Links = Files Images
Week 1: Rachmaninoff| @ HTML Editor _ . :
Link to other content in the course. Click any
B 7 U A-. === 55w x, T iT page to insert a link to that page.

Discussions A= % T o [H rontsize ~ Paragraph ~ ~ Wiki Pages

Grades @ Linktoa Mew Page

People This is the Canvas Editor
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Embedding Images

1. In the Canvas Editor, click the “Embed Image” Icon.

= ]
8 00 e practiceSite: Pages * Wt =
.\(' ;' @ https://iu.instructure.com/courses/1454326/pages (= Q Search ﬁ’ E ‘ ‘ﬁ =

Sebastian Bisciglia Inbox Settings Logout Help

w ':::' canvas Courses ~ Grades Calendar Commons

practiceSite A > practiceSite > Pages Insert Content into the Page

Home ] Links = Files  Images
Week1: Rachmaninoff @ HTML Editor

Link to cther content in the course. Click any

B 7 U A -7, = 3E X X, 25 jj = VT :n E Font Size ~|| Paragraph v page to insert a link to that page.

parETeEEEE s [ Wigpagee |
1. Click“Embed Image”icon

That boxed icon is small, here it is blown up: &

i

2. Inthe pop-up window that opens, click the appropriate tab for the “Image Source.’
Most often, the Image Source will be “Canvas” (i.e., files you've uploaded).

3. Under “Attributes” provide Alt Text and the dimensions for the image.

a. Alt Text is what a screen reader will speak to a visually impaired user.

b. The image dimensions are in pixels.

Insert / Edit Image X

Image Source 2. Click the appropriate tab for the
image’s source

URL Canvas Flickr

~ B Course files
» B weekButtons

‘!" rachmaninoffPortrait.jpg
P . Ny files
Attributes 3. Fill out the Alt Text and dimensions for

the image.

Alttext | portrait of Rachmaninoff

Describe the image to improve accessibility

Dimensions ‘ 160

x| 203

Aspect ratio will be preserved

Cancel Update
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Linking to an External Website

1. Highlight something in the Canvas Editor.

a. Inthe screenshot below, prose is highlighted, but you can highlight pretty much

anything that appears (e.g., Rachmaninoff’'s headshot).

2. Inthe Canvas Editor menu, click the “Link to URL” icon in the Canvas Editor.

3. Inthe pop-up window that opens (not shown here), input the desired web address

(URL).
806 [, e ) "

. y i practiceSite: Pages \\+
'1:('/::‘ & https://iu.instructure.com/courses /1454326 /pages (<] 0\ Search ) ﬁ’ E 4+ fir =

» iceSite > .
practiceSite # 7 practiceSite > Pages Insert Content into the Page
Home Links | Files Images
Week 1: Rachmaninoff @ HTML Editor
Link to other content in the course. Click any
B 7 U é' g' PEEEE 3= x, 1= J’j:w:é\:ﬁ;‘ % T % B FontSize - Paragraph - page ta insert a link to that page.

Di 3 TR " ~ Wiki Pages

iseussions 2. Click“Link to URL"icon.
Grades & Linkto a Mew Page
People
Files Listen to this historic recording of Rachminoff playing his own Prelude, op.

23, no. 5. Follow along with a score.
Syllabus
1. Highlight something in
the editor (text here, but
almost anything goes). b

Conferences

Music IT Services, 02/20/2015
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Linking to Other Canvas Course Site Content

1. Highlight something in the Canvas Editor.
a. Inthe screenshot below, prose is highlighted, but you can highlight pretty much
anything that appears (e.g., Rachmaninoff’'s headshot).
2. Under “Insert Content into the Page” on the right, choose the content to which you
are linking.
a. “Links” allows you to connect to other locations within Canvas (e.g., another Page,
an Assignment, etc.).

b. “Files” and “Images” allow you to link to files; “Images” displays only image files
(e.g., .jpg, .png) and embeds them into the page.

i. If the file you're linking to or embedding hasn’t been uploaded to your Canvas
site already, it will get uploaded now.d

practiceSite: Pages L e

800 [ A

(4= ) @ https://iu.instructure.com/courses/ 1454326 /pages @ | (Q search wB ¥+ &=

Sebastian Bisciglia Inbox Settings Logout Help

':::' canvas Courses ~ Grades  Calendar ~ Gommons
practiceSite R 7 preccesie » Pages 2. Find the Canvas Content i Insert Content into the Page 1
R you're looking for here Links | Files  mages

Week 1: Rachmaninoff @ HTML Editor
Lirk to cther content in the course. Click any

=
[
1=
I=

- g. 2 j =) 55 ¥ T .n E Font Size - Paragraph - page to insert a link to that page.

Discussions - Wiki Pages

I
il
]
i
¥
i
x»
*
i

Grades @ Link toa New Page
People
Files Listen to this historic recording of Rachminoff playing his own Prelude, op.
23, no. 5. Follow along with a score.
Syllabus
1. Highlight something in

the editor (text here, but

almost anything goes). e
Conferences v Quizzes

Collaborations

» Announcements
Chat

»+ Discussions
Attendance

» Modules
LockDown Browser (pilot)

+ Course Navigation

Campus Course Policies
Ontinne | Ao scena =l ran adit thiz nama
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Choosing the Pages Front Page
The Front Page is the Page that automatically loads when a student clicks on “Pages.”
1. Click “Pages” in the course Navigation Pane.
2. Click the gear icon on the Page you wish to make the Front Page.

3. Select “Use as Front Page” from Drop-down menu.

.___\ .

lf\(- ;'ﬂhttps._a'a'iu_instructure.coma‘ccursesa‘l45«-‘-401.fpages e | (Q search ' wa ¥ # =

Sebastian Bisciglia  Inbox Settings Logout Help

Courses ~ Grades Calendar Commons

practiceSite # > practiceSite > Pages
Home 2. Click the gear icon next
. + Page
to the desired page
PAGE TITLE CREATION DATE LAST EDIT
Discussions
Grades Week 1: Rachmaninoff Feb 9, 2015 Feb 9, 2015 by Sebastian & o~
Bisciglia
People
E Pages I Welcome Page Feb 9, 2015 Feb 9, 2015 by Sebastian a 4O~
--------- . Bisciglia
1. Click“Pages” _
# Edit
Syllabus
B B Delete
3. Select”Use as Front Page
=) Use as Front Page
from drop-down menu
Share to Commons

800

[ 3 practiceSite: Pages x W
'\(" @ https://iu.instructure.com/courses/1454326/pages
P

practiceSite A > practiceSite > Pages
After setting the Pages Front Page, it will be T
identified as such in the list view of pages.

PAGE TITLE -~

Discussions

Grades Week 1: Rachmaninoff

People

Pages Welcome Page

Files
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Choosing the Course Site Home Page
1. Click “Home” in course Navigation Pane.
2. Click “Choose Home Page” in the right-hand Sidebar.

V.- A
8 00 iy practiceSite * pS
'f\(- ;' & https://iu.instructure.com/courses/ 1454401 & | (Q search . wa ¥ & =

Sebastian Bisciglia  Inbox Settings Logout Help

lll l:::' canvas Courses ~ Grades Calendar Commons

practiceSite % > practiceSits Course Status
EHome E 1. CIick”Home”

_________ ¢ ey . . & Unpublish
Recent Activity in practiceSite °
H ' "
) . No Recent Messages 2. Click“Choose Home Page G» Import from Commons

Discussions . .

You don't have any messages to show in your stream yet. Once you begin —_—
Grades participating in your courses you'll see this stream fill up with messages E €3 Choose Home Page i
People from discussions, grading updates, private messages between you and Pesosmmmmm TS S S S S

other users, etc. @ Course Setup Checklist
Pages

== New Announcement

Syllabus

(ol View Course Analytics

Comi ng Up View Calendar

3. Inthe pop-up window that opens, select the desired option (here | have chosen
Pages Front Page; notice that Canvas tells you what the current Front Page is, i.e.,
“Welcome Page”).

Choose Home Page X

Select what you'd like to display on the home page.
() Course Activity Stream
® Pages Front Page Welcome Page [ Change]
) Course Modules
) Assignments List

) Syllabus

V
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Creating Sign Ups With Scheduler
Click “Calendar” in the Canvas menu.
Click “Scheduler” within the Calendar.

Click “Create and appointment group” within the “Scheduler” view

Wi \ A
800 j &3 Calendar B ®

'\(' :' & https:/ fiu.instructure.com/calendar?#view_name=scheduler&view_start=2015-02-06T05%3A00%3A00.000Z c Q, Search . ﬁ E 4+ =
.

Sebastian Bisciglia  Inbox Settings Logout Help

2. Click“Scheduler”

Frn v

w ':::' canvas Courses ~ Grades Calendar Commons

H " n
My Appointment Groups 1. Click “Calendar Week  Month  Agenda Trors i (S S e

slots that students (or student groups)
can sign up for. To get started, click the

You have not created any appointment groups, and there are none you can sign pution below.

up for Create an appointment group

3. Click“Create an appointment group”

4. Inthe pop-up window that opens, fill in the details as desired.
a. “Calendar” is where you select the course in which you want to create sign ups.

b. You MUST click “Split” in order to divide the date/time ranges into slots of the
desired length.

Edit Appointment Group
MName Date Time Range
- Q

Location YL )

\ | Split !

‘__________;'lnto slots of 30 [: minutes each.

4a. “Calendar”is where =777 TTTTTTTTTTimememmeeees : 4b. You MUST click split to divide

Calendar

options the date and time ranges.

you select the course!
: Select Calendars

you want to create Limit each time slot to ! users.
sign ups in. Formmmmmmrmmemssmeonono oo
Have students sign up in groups. Allow students to see who has signed up for time slots.
™ Limit participants to attend 1 ;| appointment(s).

Details:

Save Save & Publish
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