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To Log In to the Orientation Canvas Course:

1. Navigate to https://canvas.instructure.com/login/canvas
2. Input your account Email & Password.

Need a Canvas Account?

27N Click Here, It's Free!
&5 CANVAS kb,

Browse courses

Password

Forgot Password?

o)
o

Help Privacy Policy Cookie Notice ~ Acceptable Use Policy

Facebook X.com
< INSTRUCTURE

Meet the Instructure Learning Platform:
Canvas LMS  Mastery Connect  Elevate Analytics  Impact

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


https://canvas.instructure.com/login/canvas
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E Dashboard
Published Courses (1)

D

Orientation - Florida Eye Specialists
FESO_101

&
C]
(c

C3
64

B & DO

Unpublished Courses (0)

No courses to display

Adding New Users to a Course:

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

Pubplisnea courses (1)

(%)
c-p Orientation - Florida Eye Specialists
6’3 FESO 101

= = &

Unpublished Courses (0)

No courses to display

Created with Tango.us

Er?&
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2. Click on People

| Home

Orientation - Florida

Announcements &

Assignments

Discussions
Grades
P— FLC
Pages - Q
¢ S P
Files
Ex

Syllabus

Welcome to the team! We are so ex
Outcomes &

Specialists!

Created with Tango.us

3. Click on +People

+ Group Set

-+ People

. .. Total
inn Rnle | act Activitv
/m;(yx.u« Created with Tango.us
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4. Type in the new user's email address that they will be using for the course.

Add People x

Add user(s) by
o Email Address Login ID SIS ID

Email Addresses (required)

brittany@centuriongoods.com

(4
W
Role Section
Student v Onboarding - Florida Ey
Can interact with users in their section only
When adding multiple users, use a comma or line break to separate users.
/m;{yx.«« Created with Tango.us
M n 1
5. Ensure that the user role is "Student
prittany@cenuuriongooas.corm
Role Section
Student Onboarding - Flori

Can interact with users in their section only

=

When adding multiple users, use a comma or line break to s

/aw/;/m Created with Tango.us
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6. Ensure that the user is being enrolled in the correct section.

Jds.com
Aii//
Section
ant v I Onboarding - Florida Ey
rs in their section only
ing multiple users, use a comma or line break to separate users.
langs Created with Tango.us

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

Role

Student

Can interact with users in tl

When adding mt

Created with Tango.us
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8. Click on Next

parate users.

Cancel

/“"“/?"“‘

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

Add People

Excellence in Eye Care

Created with Tango.us

u We were unable to find matches below. Select any you would like to cre

Unselected will be skipped at this time.

Name

Test Student|

/{u;{;ﬂu/

Email Address

brittany@centuriongood:

Car

CyeOf

Created with Tango.us
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10. Click on Next

5S

1turiongoods.com

Cancel Back

cye opeciansts

Created with Tango.us

11. Click on Add Users

D SIS ID Institution

Free for Teacher

Cancel Start Over | Add Users I

/m':yc« Created with Tango.us
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12. The new user will receive an email to enroll in the course.

You've been invited to participate in a class at Free for Teacher. The class is called
Orientation - Florida Eye Specialists. Course role: Student

Name: Test Student
Email: brittany@centuriongoods.com

Username: none

You'll need to register with Canvas before you can participate in the class.

Get Started

%73 CANVAS

Tangs Created with Tango.us

Removing a Student from the Course:

1. Click on People

N

Home o o o
| Orientation - Florida
Announcements &

Assignments

Discussions

= (FLC

Pages . S l)

Files
Ex
Syllabus
Welcome to the team! We are so ex
Outcomes )

Specialists!

Tangs- Created with Tango.us
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2. Click the 3 dots next to the student you would like to remove from the course.

ng - Florida Jul 16 at P
alists Student 1:24pm 02:27:12
ng - Florida Jul 2 at s
aliste Student 1:32pm 02:43:41
ng - Florida Student @
alists
ng - Florida Jul 2 at )
alists Student 6-43am 09:46
ng - Florida Jul 16 at o.
aliste Teacher 12:49pm 05:59:45
/mﬂau Created with Tango.us

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

Onboarding - Florida Jul 2 at . . Q
Eye Specialists el 1:32pm 02:43:41 :

Onboarding - Florida

Student
Eye Specialists uden
. Onboarding - Florida Jul 2 at
. . 9:4
L Eye Specialists Student 6:43am 09:46
Jecialists.com Onboarding - Florida ., ., Jul 16at M Resend Invitation
Eye Specialists 12:49pm
A, Edit Sections
Jlists.com Onboarding - Florida Student Jul 16 at
’ Eye Specialists 12:18pm %, Edit Role

& User Details
&* Deactivate User

lij Remove From Course

I

1hh  New Analytics

/mﬂau Created with Tango.us
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Managing Canvas Pages:

1. Click on Pages
[ |

Announcements &
Assignments

Discussions

Grades
People I LC
Pages - S‘ l)

Files

Syllabus

Welcome to the team! We are so ex
Outcomes & .

Specialists!

Rubrics

The physicians and staff of Florida E

T
Created with Tango.us

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

63 View as Student

(Front Pago) @ Published N Edit

Created with Tango.us



(FLORIDA EYE
SPECIALISTS
Excellence in Eye Care

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

/zr,f./‘;z\» Created with Tango.us

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

— FESO_101 > Pages > Home Page

lome

View All Pages
nnouncements &
ssignments
Home Page
rrades
eople

(BT

/a.;':yu& Created with Tango.us
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5. To add a new page, click on +Page

63 View as Student [

eation date Last edit

Jun 14, 2024
N4, 2024 By Brittany Summerhays °
128, 2024 Jun 28, 2024 ()

By Brittany Summerhays

Created with Tango.us

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

FESO_101 > Pages

ne

Page Title
louncements &
[ Title] ]
gnments
-ussions Edit View Insert Format Tools Table
des 12pt v Paragraph v B I U Av £ v T2v P
ple
es
abus
comes &

rics

ange Created with Tango.us
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7. When finished creating your page, click on Save & Publish

Cancel Save & Publish

Save

/r/z,p”;?w‘ Created with Tango.us

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

= FESO_101 > Pages > Title

lome )

View All Pages
nnouncements &
ssignments
liscussions T I t| e
irades .

This is some body text.
eople

ages

/(Lw:/;']b« Created with Tango.us
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9. To edit, delete, or duplicate pages more quickly, click on the 3 dots next to the
page on the "all pages" section.

un 28, 2024 o
'y Brittany Summerhays

un 25, 2024
'y Brittany Summerhays

ul 17, 2024
iy Brittany Summerhays

un 28, 2024
y Brittany Summerhays

@
° .
@

un 14, 2024 ~

/{b&yt_u— Created with Tango.us

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

e By Brittany Summerhays @
Jun 14, 2024
Jun 44, 2624 By Brittany Summerha % Edit ®
1] Delete
Jun 14, 2024 Jul 2, 2024
By Brittany Summerha
[] Use as Front Page
Jun 11, 2024 .
Jun 11, 2024 By Brittany Summerha = Duplicate
Jun 28, 2024 & Send to..
Jun 28, 2024 By Brittany S h
y Brittany Summerha Copy to...

/a,,':;yau Created with Tango.us
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Creating and Managing Modules in Canvas:

1. Click on Modules
3 Files
Ex

Syllabus
Welcome to the team! We are so ex
Outcomes @ .
Specialists!
Rubrics .. .
The physicians and staff of Florida E
Quizzes excellence in eye care. Our doctors |
residency, fellowship, and post-fello
Modules

Each doctor is uniquely qualified in ¢

BigBlueButton

Collaborations Please use the button bel

Attendance

New Analytics
/au;;w - ) Created with Tango.us

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

63 View as Student [«

ew Progress @ Publish All\/ |JEEERVYILTE

O +

/awéﬂ.u Created with Tango.us
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3. Type the title of your new module.

Add Module x
Module Name
I Example Module| I

Lock until

Prerequisites

+ Add prerequisite

Cancel Add Module
4

a

/m:‘(?m« Created with Tango.us

4. Click on Add Module

Cancel Add Module

/m:/fva« Created with Tango.us
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5. To move module positions/order, drag content by clicking the 6 dots on the
left-hand side of the element.

T

N—

Drop files here to add to module

or choose files

es: Getting Started, Employment A

ii v Next Steps

# [f Next Steps Overview o :

Attendance Policy Agreement
10pts

@

.. 15, Break Policy Agreement
® 10pts

Mileage Reimbursement Policy Agreement
10pts

i 7  Further Training - Athena Learning Portal ®m
qngs Created with Tango.§is

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

re (1).pdf Qo :

/mﬂ@ Created with Tango.us
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7. Select the content you would like to add (pages, quizzes, assignments, etc.)

Add Item to Getting Started

Add|[ Page VI ’to Getting Started

Select the page you want to associate with this module, or add a new page by selecting *

[ Create Page ]

At-Will Employment

Biomedical Waste Training

Employee Rights and Privileges

Employee Sanctions and Disciplinary Actions
Employment Termination

Equal Opportunity Employer

Filing a Complaint

/m.{gu Created with Tango.us

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

Cancel Add Item

/a,f;(yx_v Created with Tango.us
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9. To manage items already within a module, click the 3 dots on the right hand side of
the element.

acialists Qo

=! Duplicate

Prerequisites: Getting Started T Move to...

/a,;;(;;':.u Created with Tango.us

Creating a New Quiz in Canvas:

1. Click on Quizzes

Pages \:, . D
(O S I
Files
Ex
Syllabus
Welcome to the team! We are so ex
Outcomes & .
Specialists!
Rubrics The physicians and staff of Florida E
Quizzes excellence in eye care. Our doctors |
residency, fellowship, and post-fello
Modules

Each doctor is uniquely qualified in ¢
BigBlueButton

Collaborations Please use the button bel

Attendance /m

/{Z;'.//(/u Created with Tango.us
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2. Click on Add Quiz

63 View as Student &
+ Quiz ||
/a,«';/j,x«« Created with Tango.us

3. Type in the title of your quiz and your quiz directions.
FESO_101 > Quizzes > Unnamed Quiz

ne

louncements &

ignments
. Details Questions Mastery Paths
cussions
des [ Sample Quiz ]
ple Quiz Instructions:
es Edit View Insert Format Tools Table
3 12t~ Paragaph~ BT U 4 v L v TPV P BV BV E
abus
comes e
rics
zzes
dules

/{14’;(?'4& Created with Tango.us



4. Click on Questions
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Questions

Mastery Paths

Insert Format Tools Table

its &
Details
Sample Quiz
Quiz Instructions:
Edit View
/ru;/?xu«

5. Click on New Question...

Details Questions

Mastery Paths

Created with Tango.us

-+ New Question -+ New Question Grou

[J Notify users this quiz has changed

/a/.(}w-

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

Question Multiple Choice VI

Enter your question and multiple answers, then select the one correct answer.
Question:

Edit View Insert Format Tools Table

12pt v Paragraph v B 7 U Av & v T%v P v

Tar g0 Created with Tango.us

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

p

Answers:

) Correct Answe ves|

Possible Answer False

/'a/,;/;;r Created with Tango.us
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8. Then add other possible answers.

P
Answers:

d) Correct Answer Y€

=) Possible Answer] Maybd

/{1»'}5]&« Created with Tango.us

9. Click on Update Question to save your question.

ST 1 UDdIUIC ALIDvvel { . ' J

Cancel | Update Question |

-+ New Question + New

/m'ﬁ:.u Created with Tango.us
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10. When you are done adding questions, click on Save & Publish

Q_ Find Questions

Cancel Save & Publish

/m'ﬁu Created with Tango.us

11. Click on Preview to see the final version of your quiz.
Iime Limit NO Ime LimIt
Multiple Attempts No
View Responses Always
~ Correct Answers Immediately

Question at a Time No

For Available from Ur

Everyone - -

Preview

/{1,/':9'& Created with Tango.us
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How to Create an Assignment in Canv
1. Click on Assignments

— FESO_101

Home

Orientation - Florida

Announcements &

Assignments

Discussions

Grades

People I LC
Pages - Q

g b l)
Files

Created with Tango.us
2. Click on +Assignment

63 View as Student [~

+Group | -+ Assignment \ :

/z(mézur Created with Tango.us
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3. Type the ftitle of your assignment and the directions to complete the assignment in
the text boxes.

isignments > Create new

© Not Published

Details |~ Mastery Paths

Assignment Name:

[ sample Assignment]| ]

Edit View Insert Format Tools Table

2ptv Pgahy B I U AV Zv Tiv Py E- @Y By L Fv

/a,;;(y:.u Created with Tango.us

4. Assign a point value for the assignment

; ®
Points [ 10 ]
Assignment Group  Assignments v
Display Grade as Points v

(J Do not count this assignment towards the final grade

Submission Type

/a,;;(y:.« Created with Tango.us
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5. Make sure to choose how students will submit the assignment.

Submission Type
Online v

Online Entry Options
Text Entry

[J Website URL

[J Media Recordings
[J Student Annotation

File Uploads

[ Restrict Upload File Types

/a,;%y:.u Created with Tango.us

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

Cancel Save & Publish

/m':%n.v- Created with Tango.us
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How t r i nt Assignments on nv

1. Click on Grades

Home

Orientation - Florida

Announcements &

Assignments

Discussions

= (FLC

Pages . S l)

Files
Ex
Syllabus
. Welcome to the team! We are so ex
Tangs Created with Tango.us

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

— FESO_101 > Grades

Gradebook v

Student Names Assignment Names
[ C{ [Search Students }/ ] Q. Search Assignments
V Apply Filters
Student Name At-Will Employment Agree Equal Opportunity Employ Anti-Harassment Policy Ac Nor
Outof 1 Out of 2 Out of 2
Jonathan Echevarria 1 2 2
Reagan Parr 1 2 2
Mallory Volk 1 2 2
Test Student 1 2 2

/a,:ycu Created with Tango.us
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3. Find the ungraded assignment and click the grading icon

cal Waste Quiz Mileage Reimbursement P« Break Policy
it of 10 Out of 10 Out of
10 - -
10 10 B
10 Eo o
/a,;;;':.u— Created with Tango.us

4. Click on Open submission fray

diz Mileage Reimbursement P Break Policy Agreement
Out of 10 Out of 10
10 E‘@
)/10 2] Eo

Created with Tango.us

Tangs



(FLORIDA EYE
SPECIALISTS
Excellence in Eye Care

5. Click on SpeedGrader

< Mallory Volk >

Mileage Reimbursement

<

Policy Agreement

S % SpeedGrader

Grade out of 10

¢ Policy Agreement
Out of 10 -

/mﬁu Created with Tango.us

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

< 8 @ Moy

® @ Mileage Reimbursement Policy Agreement 1/4  10/10(100%) 3/4
wwerage

Due: No Due Date - FESO_101

Paper Viiew v Submitted: Jul 16 at 12:16pm LN

‘Word Count: 3 words

Completed In Person
Submitted Files: (click to load)

Assessment

Grade out of 10

Assignment Comments. a

Add a Comment

/m;;w Created with Tango.us
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7. Click on Submit
Add a Comment

>‘\\\«')‘ (o4
. = ~ = I

» Do NEW )

Download Submission Comments

/mﬂo Created with Tango.us

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

&= 1 v/ Mallory Volk

v Submitted: Jul 16 at 12:16pm N

Word Count: 3 words

Submitted Files: (click to load)

/rz;:f;u Created with Tango.us
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9. Click on the Gradebook when finished to go back to the gradebook.

Mileage Reimbursement Policy Agreement

Due: No Due Date - FESO_101

Keyboard Shortcuts

ldent does not haw
Help

Ezjra« Created with Tango.us

Creating and Publishing a New Course on Canvas:

1. Click on Dashboard

Dashboard

Published Courses (1)

Created with Tango.us
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2. Click on Start a New Course in the lower right hand corner

FESO_101 G
2 points e No Due Date

Coming Up View Calendar

Nothing for the next week

Start a New Course

View Grades

Created with Tango.us

3. Name your course

Create Course x

Course Name

[ Example Cours¢| ]

/11,,,;,,';“ Created with Tango.us

4. Click on Create
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/{1»@;’& Created with Tango.us

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

= Example > Settings I«
X § Course Status
CourseDetails ~ Sections  Navigation  Apps  Featurc Options
® Unpublished v
Course Details
& Share to Commons
il Course Statistics
ol Image: Chicceelimage 5] Course Calendar
: & Conclude this Course
File
Syllat Nam Example Course Delete this Course
Outcomes &) Copy this Course
Course Code: Example a
Rubrics
Blueprint C: No -

Time Zone: Mountain Time (US & Canada) (-07:00/-06:00)

Validate Links in Content

Participati Term o Current Users
Students: None
term
Start Teachers: 1
TAs: None
Designers: None
End
Observers: None

Tangs (: Created with Tango.us

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

side of the course.
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Announcements &

of

Assignments @ Course Details
Discussions
Grades
Choos
Pages @
Files @
Syllabus Name: Example Course
Outcomes )
Course Code: Example
Rubrics
o - Blueprint Course: No
/“"'ﬂ‘“ Created with Tango.us

7. When finished adding content, Click on Home

—  Example > Pages

Home

Announcements &

Assignments &
Discussions
Grades
People
Pages B
v Files &
Tar 1go Created with Tango.us

8. Click on the drop down under "course status"
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63 View as Student |¢&—

m ) Course Status
. ® Unpublished v

-1 Import Existing Content

@ Import from Commons

) Choose Home Page

/mﬂcu Created with Tango.us

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

m . Course Status
' « Unpublished ~

- State Content
|‘ © Publish I -
Q Unpublish
’age

~

1l View Course Stream

< New Annotincement
/mﬂau Created with Tango.us

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.
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1. Navigate to your dashboard and click on Help

Example Course Ori
Example FE
Y 2

Unpublished Courses (0)

Tangs Created with Tango.us

2. Click on Search the Canvas Guides

Little lost? Try here first!

drientation - Florida Eye Specialis

‘ESO_101

Search the Canvas Guides

Find answers to common questions

& = (.

OTHER RESOURCES
Request a Canvas Demo
Request a Canvas Demo for Your School

Purchase Inquiries

Get information on pricing and other purchasing
75’1;’“‘ Created with Tango.us

3. Type your question or topic in the search bar.
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COMMUNITY Products Groups Explore Ask the Community @ Q

may be delayed or disrupted. We are monitoring for a fix.

v [ How to add students| Q]

PLACES

as
@ Canvas Parent i0S Guide @ Canvas Parent Android Gu @ Canvas Teacher iOS Guide
35 Posts + Canvas Observer/Parent 40 Posts » Canvas Observer/Parent 73 Posts + Canvas Instructor

POSTS

B How do | create an assignment?
| You can create assignments on the Assignments page. You can create an assignment shell, which is a placeholder for an assignment
within an assignment group, or you can create an entire assignment wit
nts « 07-20-2020  Instructor Guide

B How do | submit an online assignment?

Tun

-ANVAS LMS

-ANVAS STUDIO

/u,,;yo Created with Tango.us

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

STRUCTURE | COMMUNITY Products  Groups E

nity notifications may be delayed or disrupted. We are monitoring for a fix.

\Il Community v How to add students|

5] IHow do | add users to a course?]
mmunity > Canvas ~ourse settings.) Additionally, courses must be published for stu
Observer role do not receive course invitations if they already ha
0 Comments ¢ 07-20-2020 e Instructor Guide

& How do | add a rubric to an assignment?

You can add a rubric to an assignment to help students understa
their submissions. Occasionally, rubrics are added to assignment
30 Comments ¢ 07-20-2020 e Instructor Guide

/':L»;/;"/Lu Created with Tango.us

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.



