CANVAS CHECKLIST - TERM START

Copy Course: Copy your previous courses into the new course shells (How-To).
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Check Links: Run the link validator to check if all links are still working (How-To).

Quizzes: Check all quiz banks (questions and answers) after importing from any
source other than another Canvas course. Preview each quiz to make sure the
questions are shown correctly.

Quizzes/Honorlock: Canvas quizzes and publisher quizzes can be connected to Honorlock
to proctor an online exam. You can find the Honorlock information page in the Canvas
Instructor Training course.

Quizzes/LockDown Browser: If you are planning to use the Respondus LockDown Browser
for any of your exams, you will need to enable it before students start taking the tests.
Information on the LockDown Browser in Canvas: LockDown Browser Quickstart Guide

Images: do not copy/paste images into pages or other items in your courses. Some
browsers allow you to do so but these images will not appear in browsers like Chrome.
Upload any images and insert them into pages etc.

Assignment Dates: check your due dates as well as the ‘Available from’ and ‘Until’ dates.
Due dates are added to the calendar and they serve as reminders. The ‘Available from' and
‘Until’ dates lock and unlock items for your students. Modules can have unlock dates. Set
all dates to ‘Everyone’ so the dates transfer to the next course during a course copy.

Left Menu Navigation: remove any links from the left course menu that you do not want
your students to access or that you are not using. If you do not use, for example,
Conferences, disable it and remove it from student view. How do | reorder/hide Course
Navigation links?

Course Content: lock or unpublish any items you do not want students to see when they
access the course.

Home Page: select your home page. If you select Syllabus or Page, make sure the correct
syllabus is linked.

F2F and Hybrid Instructors: make sure all students have completed the Canvas student
orientation within the first couple of weeks of class. Waiting until they have an online
assignment much later in the semester means the student will not have full access to the
class until completion of the training. These students will also not appear in the gradebook
or the Attendance tool until after they completed the student orientation (click on ‘People’ in
lyour course - any student listed as ‘Observing: nobody’ has not yet completed the orientation).

Student Orientation: It is important for instructors to know about that final page that many
students were skipping on the student orientation.

Sample Message:

Students,

If you haven't already, please make sure you take the Canvas Student Orientation asap
so that you are able to interact in this course and avoid getting too far behind. The
Canvas Student Orientation can be found on your dashboard or by clicking the Courses
icon on the left. IMPORTANT: when you complete the orientation, be sure you click the
FINISH button at the very end after taking the quiz. Even if you have successfully
completed all of the training requirements, this button is the trigger that allows you to
submit assignments in your term course(s).



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-validate-links-in-a-course/ta-p/1001
https://easternflorida.instructure.com/courses/1454417/pages/honorlock-for-proctored-exams?module_item_id=18718277
http://www.easternflorida.edu/faculty-staff/academic-technology/documents/applications/lockdown-browser-instructor-quick-start-guide.pdf
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-manage-Course-Navigation-links/ta-p/1020
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-manage-Course-Navigation-links/ta-p/1020

Check Your Course in Student View: It is a good practice to check your course in student
view when you are finished developing to make sure that everything appears the way you
want your students to see it. How to Access Student View?

NOTE: All modules and content items you want your students to see when they access your
course need to be published or your students will not be able to see them. Look at your
Modules List and anything with a green cloud is published.

Publish your course: Remember to publish your course before the first day of the
semester. How to Publish My Course?

INote: Students have access to published courses about a month prior to the start of a term. If you
do not wish for students to access your course at this time, do not publish it until you are ready for
istudents to view your content.
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