
New Employee Orientation
Canvas Help Guide

Topics:
1. Logging In to the Orientation Canvas Course
2. Adding New Users to a Course
3. Removing a Student from the Course
4. Managing Canvas Pages
5. Creating and Managing Modules in Canvas
6. Creating a New Quiz in Canvas
7. How to Create an Assignment in Canvas
8. How to Grade Student Assignments on Canvas
9. Creating and Publishing a New Course on Canvas
10.Need further help with Canvas?



To Log In to the Orientation Canvas Course:
1. Navigate to https://canvas.instructure.com/login/canvas
2. Input your account Email & Password.

3. Click on the Canvas Course you would like to work in.

https://canvas.instructure.com/login/canvas


Adding New Users to a Course:

1. Click on the course you'd like to add a student to.



2. Click on People

3. Click on +People



4. Type in the new user's email address that they will be using for the course.

5. Ensure that the user role is "Student"



6. Ensure that the user is being enrolled in the correct section.

7. Check "Can interact with users in their section only"



8. Click on Next

9. Type in the new user's full name.



10. Click on Next

11. Click on Add Users



12. The new user will receive an email to enroll in the course.

Removing a Student from the Course:

1. Click on People



2. Click the 3 dots next to the student you would like to remove from the course.

3. Choose "Remove from Course" and select "ok" on the onscreen prompting.



Managing Canvas Pages:

1. Click on Pages

2. You can edit any page by clicking the "edit" button in the upper right corner.



3. Make sure to save any changes you make before navigating to a new page.

4. To see all course pages,click on View All Pages



5. To add a new page, click on +Page

6. Type in a title for your new page. This will appear automatically at the top of your
page.. Type body text in the rectangular space below the title.



7. When finished creating your page, click on Save & Publish

8. You will then see a preview of the page you just created. To see all course pages
again, click on View All Pages



9. To edit, delete, or duplicate pages more quickly, click on the 3 dots next to the
page on the "all pages" section.

10. Then choose the option that best fits your needs - Delete, Make front page,
duplicate, or copy to another course.



Creating and Managing Modules in Canvas:

1. Click on Modules

2. To add a new module, click +Module in the upper right hand corner.



3. Type the title of your new module.

4. Click on Add Module



5. To move module positions/order, drag content by clicking the 6 dots on the
left-hand side of the element.

6. To add content to a module, click the + in the upper right corner of the module.



7. Select the content you would like to add (pages, quizzes, assignments, etc.)

8. Click on Add Item to add it to the module.



9. To manage items already within a module, click the 3 dots on the right hand side of
the element.

Creating a New Quiz in Canvas:

1. Click on Quizzes



2. Click on Add Quiz

3. Type in the title of your quiz and your quiz directions.



4. Click on Questions

5. Click on New Question…



6. Select the type of question you would like to add using the drop down menu.

7. For multiple choice questions, make sure to add the correct answer first.



8. Then add other possible answers.

9. Click on Update Question to save your question.



10. When you are done adding questions, click on Save & Publish

11. Click on Preview to see the final version of your quiz.



How to Create an Assignment in Canvas:

1. Click on Assignments

2. Click on +Assignment



3. Type the title of your assignment and the directions to complete the assignment in
the text boxes.

4. Assign a point value for the assignment



5. Make sure to choose how students will submit the assignment.

6. Click on Save & Publish to successfully create the assignment



How to Grade Student Assignments on Canvas:

1. Click on Grades

2. You can filter by student name or assignment name to more easily find what you are
looking for in the gradebook.



3. Find the ungraded assignment and click the grading icon

4. Click on Open submission tray



5. Click on SpeedGrader

6. View the assignment submission and input the appropriate grade and comments.



7. Click on Submit

8. Click on the next arrow in the upper right corner to move on to the next student
submission.



9. Click on the Gradebook when finished to go back to the gradebook.

Creating and Publishing a New Course on Canvas:

1. Click on Dashboard



2. Click on Start a New Course in the lower right hand corner

3. Name your course

4. Click on Create



5. Fill in all of your course details, then click "Update Course Details"

6. Add pages, Modules, Assignments, and Quizzes as needed using the navigation on the left
side of the course.



7. When finished adding content, Click on Home

8. Click on the drop down under "course status"



9. Click on Publish to publish the course and allow student enrollment and interaction.

Need further help with Canvas?

If you have a question that was not addressed in this guide, you can use the Canvas Guides
community to find more help.



1. Navigate to your dashboard and click on Help

2. Click on Search the Canvas Guides

3. Type your question or topic in the search bar.



4. Choose the result that best matches your needs and explore the community.

5. Ask for help from the instructional designer

If you still need help with course content, please reach out to the designer, Brittany
Summerhays, at brittany.m.summerhays@gmail.com.


