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Basic Navigation 
 

After logging in to Canvas, the first thing you will see is the Dashboard. The Dashboard 

contains your published courses, as well as your unpublished courses, if you have any. 

 

 

The Global Navigation Menu is located on the left side of every page in Canvas, and 

provides quick access to frequently used Canvas features: Account, Dashboard, 

Courses, Calendar, Inbox, History, Commons, Studio, and Help. 
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Account allows you to change your settings to your account. Here, you can set your 

account notification settings, edit your profile, upload files to use in your courses, create 

an ePortfolio, and more. 

 

 

As noted above, Dashboard shows the courses you are enrolled in, either as the main 

facilitator of the course, or as an observer. 
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Courses also shows a list of your courses, though as a list instead of on the 

Dashboard. If you scroll to the bottom, you can customize your list of courses by clicking 

on the “All Courses” link. This allows you to choose the courses that you want to 

display. 

 

 

Calendar allows you to use the Calendar to keep track of important events and 

assignments. The Canvas Calendar collects information from all of your Canvas 

courses in one place. Here, you will be able to see any events for your courses that you 

have added to the calendar. On the right side, you can choose which calendars you 

want displayed by clicking on the box next to the course. 
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Inbox allows Canvas users to send and receive messages. The messages appear on 

the left side. 

 

 

History gives you your recent Canvas activity history. Clicking on an item in the history 

view will take you to that item. 
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Commons allows you to upload or download layouts, assignments, and quizzes that 

have already been made on Canvas. 

 

 

Studio is a media tool that allows students and instructors to upload, create, edit, 

manage, share and discuss audio and video files. As instructors, you can record your 

own videos, either through screen capture or webcam capture. You can also upload 

your own media files to use in your courses, as well as add videos from YouTube. 
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Help gives you access to the Canvas guides in order to find answers to common 

questions. You can also contact Canvas support, ask the instructor a question (for 

students), call for help, and more. 
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Creating a Module 
 

In this section, you will learn how to create a module for your course. Modules are used 

to organize content to help control the flow of the course. They are used to organize 

course content by weeks, units, or a different organizational structure, depending on the 

course and instructor. In the example below, the module contains eight pages. 

 

 

 

1. To create a module, choose the course you would like to create a module for in 

the Dashboard. Notice that in this example, the course is unpublished. 
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2. Go to Modules on the left to create a new module. 

 

 

3. Next, click the + Module button on the right. 
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You can also click on the center image with the text, Create a new Module. 

Hovering over this will highlight this blue. 

 

 

4. Give your module a name. If you want to have your module locked until a 

particular date and time, check the Lock until box and select a date and time, 

then click Done. 
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For example, if you choose September 6, 2021, 08:00 am, this means that this 

module will not be available to students until September 6, 2021, 08:00 am (Note 

that if you add a future date and time, you will not be able to view your module in 

Student View, since the date and time will have not occurred). When you have 

finished, click the Add Module button. 
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The module has now been created and added. You can see that this module will 

unlock on September 6, at 8 am. Note the circular icon on the right. This means 

that the module is unpublished. Keep in mind that if something is unpublished, 

students will not be able to see it. In order for your content to be available to your 

students, you will need to publish it. 

 

 

5. When you are ready to publish your module, simply click on the icon. 
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The checkmark icon means it is published. 
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Creating Pages 
 

There are different kinds of pages you can create in a module: Page, Discussion Topic, 

and Assignment. 

 

Creating a Page 
 

1. Now that you have created a module, it’s time to create some pages for the 

module. A Page is for any content that you want your students to view or read, 

such as an overview of the module, instructional content, information on the 

week’s Zoom meetings, etc. A Page can include other media, such as videos, 

images, online resources, etc. To create a Page inside your module, click on the 

plus sign for the module that you want to create the page for. 
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A window will open. There are different choices as to what can be added to a 

module (e.g., Assignment, Quiz, File, Page, etc.). To add a Page, select Page. 

 

 

Select Create Page, then type in your page’s name down below (or select the 

page you want associated with this module if you already have a page created). 

It may be a good idea to name your pages based on the numbering of your 

modules (i.e., Module 0: 0.1, 0.2, 0.3, etc.; Module 1: 1.1, 1.2, 1.3, etc.). You may 

also want to indicate the type of page you are creating so that your students 

know (e.g., READ, GRADED DISCUSSION, GRADED ASSIGNMENT, GRADED 

QUIZ, etc.). When you are finished, click Add Item. 
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The page is now created. At this point, the page is empty. The content now 

needs to be added to the page. 

 

 

 

2. To add content to your page, click on the page’s title: 0.1 Welcome to ESL 098G 

(READ). This takes you to your empty page, where the content can be added. 

Click the Edit button. 
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When the editor opens, add your content. When you have finished adding your 

content, click Save down below. Note that clicking Save will simply save it, but it 

will still be unpublished. If you are also ready to publish the page, click on Save 

& Publish. 

 

 

 The page now has content and is no longer empty. 

 

 



19 
 

Now, when you click on the page in your module, you should see your content. 

Note the icon to the left of the page’s title. The icons shown here are different 

depending on if this is a Page, Discussion Topic, or Assignment. The icon here 

indicates that this is a Page. 

 

 

To create more pages with similar content (i.e., READ page), repeat the steps 

above. 
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Adding Page Requirements 

 

At this point, you now have some pages with content for your students to read. But you 

also have the option of adding requirements for each page. For example, you may want 

to require a page to be marked as “Done” after completion, or simply have students 

“View” the page without any requirements. 

1. To add a requirement, click on the three dots on the Module tab, then select Edit. 

 

 

 When the window pops up, click on + Add Requirement. 
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Here, you have some choices: “Students must complete all of these 

requirements”, “Students must move through requirements in sequential order”, 

and “Students must complete one of these requirements”. Select the one that 

best fits your needs. 

 

 

Select the page you want to add a requirement to from the dropdown menu on 

the left. For this example, choose page 0.1. Then select the requirement from the 

dropdown on the right: mark as done. Finally, click Update Module. 
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As you can see, it is now designated as “Mark done”. This means that the 

students need to mark this page as “Done” before continuing to the next page. 

 

 

2. To mark a page as “View”, start by clicking on the three dots as before. You’ll 

notice that the mark as done requirement for the first page has been added. To 

add a requirement for another page, click on + Add requirement. 
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Next, choose the page (e.g., 0.2) and select view the item. Then, click Update 

Module. 

 

 

 And now the second page is designated as “View”. 

 

 

 

 

 

 



24 
 

 Add the requirements to the rest of your pages. 

 

 

3. To see what this looks like for students, you can go into Student View. As noted 

above, if you set a future date and time for your module to unlock, you will not be 

able to view your module in Student View. Because you want to see what it 

looks like in Student View, you can go ahead and remove the “Lock until” date. 

To do this, click on the three dots to edit the module. Then, uncheck the “Lock 

until” box to remove the date and time. Then, click Update Module. 
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The date and time are no longer there. This means that this module will be 

available to students at any time. 

 

 

4. There’s one more thing that you need to do before you can view your pages in 

Student View. You’ll notice the icon on the left, next to Modules. If you hover 

over the icon, it says, “No content. Not visible to students”. If you try to enter 

Student View now, you will not be able to see your modules, because they are 

not visible. 
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So, what you need to do is to publish your module. To do this, click on the icon to 

the right on the module title bar. You will now see a checkmark. Doing this will 

publish all of the other pages at the same time. Note that publishing a module is 

not the same as publishing your course. Remember that if you look in the 

Dashboard, your class will still be unpublished. You will still need to publish the 

entire course in order for the students to see the course, and its content. 

 

 

Note too that the icon that was there before is now gone. This means that the 

content will now be visible to students. You are now ready to check in Student 

View. 
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5. To go into Student View, first, click on Home on the left. You will then see the 

Student View button on the right. Click this button. 

 

 

You are now in Student View. And if you click on Modules, you can now see 

your module. 
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Go into the first page of your Module, which you designated as “Mark done”: 0.1 

Welcome to ESL 098G (READ). As you can see, students are required to mark 

this page as “Done” when completed. 

 

 

 When this is clicked, it will be marked as “Done”. 
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Back on the main Modules page, the checkmark lets the students know that this 

page has been marked as “Done” and completed. And on the left, the page is 

now designated as “Marked done”. 

 

 

Students completing pages designated as “View” (e.g., 0.2) will get a checkmark 

indicating that this page has been completed. Since this page does not require it 

to be marked as “Done”, students simply have to read it and continue to the next 

page for it to be considered completed. When completed, the designation on the 

left will be changed to “Viewed”. Deciding which requirement to use depends on 

the instructor and course requirements. 
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6. To exit Student View, simply click on the Leave Student View button on the 

bottom. 

 

 

And since by the time your module is completed, you want to have everything 

published, go ahead and leave your pages published. 
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Creating a Discussion Topic 
 

Discussion Topics allow for interactive communication between two or more people. 

When you set up a Discussion Topic, users can participate in a conversation with an 

entire class. As an instructor, you can create a prompt or question, for example. The 

students in the class are then able to respond to this created post, and other students 

can in turn, respond to their classmates’ posts and comments. Discussions can be 

created as a graded assignment, or they can simply serve as a forum for discussion. 

 

Figure 1: Example Discussion Topic (image from Instructure Community). 

 

 

https://community.canvaslms.com/t5/Canvas-Basics-Guide/What-are-Discussions/ta-p/3
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1. To create a Discussion Topic, click on the plus sign to add an item to your 

module. 
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Select Discussion from the dropdown menu. 

 

 

Next, select Create Topic and type in the name of your topic down below in the 

Topic Name field (or select the topic you want associated with this module if you 

already have a topic created). When you have finished, click Add Item. 
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The Discussion Topic has now been added to the module. The icon on the left 

indicates that this is a Discussion Topic. 

 

 

2. The next step is to add the content. Click on the newly added Discussion Topic. 

This will take you to the Discussion Topic page. It is currently empty, since no 

content has been added yet. To add the content, click Edit. 
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 Add the content inside the editor. 

 

 

When the content has been added, scroll down to Options. Select the options for 

the Discussion.  
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For example, you can allow threaded replies. Threaded replies include infinite 

layers of response nesting, allowing commenters to continue responding on a 

single nested thread. If you want your students to post their response before 

being able to see any replies, select this option. When students are ready to write 

their responses, they will not see any other replies until they have posted their 

own posts. You can also enable podcasts feeds within your discussions, and 

allow liking as well. If you want your Discussion to be a graded assignment, 

select Graded. 

 

 

 Next, scroll down and select the grading options. 
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Choose how you want to display the grade: as a percentage, as 

complete/incomplete, as points, as a letter grade, or in GPA form. 

 

 

 You can also assign the Discussion to the Assignment Group of your choice. 
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Finally, scroll down to Assign. Choose who you want the Discussion assigned to 

(“Everyone” is selected by default). Finally, set the due date, and the availability 

of the Discussion. When you have finished, click either Save & Publish (if you 

are ready to publish your Discussion), or Save (in which case, you will still need 

to publish it when you are ready to do so). 

 

 

Once published, you will see that your page has been published (right side). You 

will also see a message, saying that this is a “graded discussion” (left side). 
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Finally, you can see on the main Modules page that this assignment is now 

published, along with the due date, and the total points possible for the 

assignment. 

 

 

3. Finally, add a requirement to this page by clicking on the three dots on the 

module and selecting Edit. 
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 In the Edit Module Settings window, click + Add requirement. 

 

 

Select the Discussion page, then select contribute to the page, then click 

Update Module. 

 

 

 The requirement has now been set. 
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4. To see what the student sees, go to Student View. To write a response, students 

begin by clicking Reply. 
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Doing so opens up the editor, where the response is typed. When the student 

has finished writing the response, Post Reply is clicked to post the reply. Notice 

that down below, it says, “Replies are only visible to those who have posted at 

least one reply.” This is the option that was selected above when this Discussion 

was created. 
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Once the response is posted, it will now be visible to the other students in the 

class. If there are already other posts that have been posted beforehand, these 

posts will then become visible after a student has posted his or her response. 

Students can now reply to responses by clicking Reply, which will open up a new 

editor for the reply. 
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Creating an Assignment 
 

You can create different types of graded assignments for your class. 

1. To create an Assignment, click on the plus sign to add an item to your Module. 

 

 

 Then, select Assignment from the dropdown menu. 
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Next, select Create Assignment and type in the name of your assignment down 

below in the Assignment Name field (or select the assignment you want 

associated with this module if you already have an assignment created). When 

you have finished, click Add Item. 

 

 

The Assignment has now been added to the module. The icon on the left 

indicates that this is an Assignment. 
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2. The next step is to add the content. Click on the newly added Assignment. This 

will take you to the Assignment page. It is currently empty, since no content has 

been added yet. To add the content, click Edit. 

 

 

 Add the content inside the editor. 

Screenshot of Modules page with highlighted Assignment icon.
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When the content has been added, scroll down to add the points possible for the 

assignment. Assign the Assignment to the Assignment Group of your choice. 
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Choose how you want to display the grade: as a percentage, as 

complete/incomplete, as points, as a letter grade, or in GPA form. 
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Next, scroll down and select the Submission Type. This section allows you to 

define and/or limit how the assignment can be submitted. The following options 

are available: 

• The No Submission option means that a column for the assignment is 

created in the grade book, but students do not submit anything in order to 

complete the assignment. A common example of this assignment type 

might be an in-class presentation. 

• The Online option means students must submit the assignment via 

Canvas. 

• The On Paper option is essentially the same as selecting the No 

Submission option. A column for the assignment is created in the grade 

book, but students submit their assignment as a hard-copy in class. 

• The External Tool option allows students to submit via an external tool, 

such as Google Drive. If this option is selected, the external application 

must first be configured in your course before students will be able to 

submit assignments in this way. 
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 There are different Online options to choose from: 

• The Text Entry option allows students to submit their assignment directly 

in the Rich Content Editor. 

• The Website URL option allows students to submit a URL that fulfills the 

assignment. 

• The Media Recordings option allows students to submit an audio or 

video recording that fulfills the assignment. Students can either record 

new media or upload existing media. Video and audio uploads can be up 

to 500 MB. 

• The Student Annotation option allows students to annotate a file 

uploaded by an instructor. The annotated document is submitted as the 

student's assignment submission. 

• The File Uploads option allows students to upload a file or take a photo 

with their webcam to fulfill the assignment. 
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Selecting the Student Annotation option allows you to upload your file from the 

Course files folder, or from your own files. 

 

 

Selecting the File Uploads option also gives you the option of restricting the type 

of file uploaded. In the input field, enter a list of accepted extensions (e.g., doc, 

docx, pdf, txt). All file types need to be separated by a comma. You can include 

spaces, caps, and periods in assignment file names. 
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After selecting Submission Type, scroll down and select Submission Attempts: 

Unlimited or Limited. 

 

 

Selecting Limited will allow you to specify how many submission attempts you 

want to allow for the assignment. 
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Finally, scroll down to Assign. Choose who you want the Assignment assigned to 

(“Everyone” is selected by default). Finally, set the due date, and the availability 

of the Assignment. When you have finished, click either Save & Publish (if you 

are ready to publish your Assignment), or Save (in which case, you will still need 

to publish it when you are ready to do so). 

 

 

Once published, you will see that your page has been published. 
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Finally, you can see on the main Modules page that this assignment is now 

published, along with the due date, and the total points possible for the 

assignment. 

 

 

3. Finally, add a requirement to this page by clicking on the three dots on the 

module, and selecting Edit. 
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 In the Edit Module Settings window, click + Add requirement. 

 

 

Select the Assignment page, then select submit the assignment, then click 

Update Module. 
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 The requirement has now been set. 

 

 

And just to finish up the first module, you can add a final Page. And it can just be 

a regular content page with the requirement of View. 
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Setting the Home Page 
 

Now that the first module has been created for the course, you may want to have a 

Course Home Page (also called Front Page). The Course Home Page is the first thing 

your students see when they arrive at your course in Canvas. In other words, when 

students log in and select your course from the Dashboard, the Home Page will be the 

first page they see. Common elements of a Course Home Page include a cover image, 

a link to your syllabus file, course and instructor information, and a welcome message. 

You can either designate one of the pages created as the Home Page, or you can 

create a separate page to be the Home Page. Note that before setting the Home Page, 

the page must be published. 
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Setting an Existing Page as the Home Page 
 

1. To set an already created page as the Home Page, click on Pages in the Course 

Navigation on the left. 

 

 

Once you are on Pages, click on View All Pages. 
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You should now see all of the pages you’ve created from the first module (and 

any other modules you may have). Note that only created Pages will show up 

here (i.e., not Discussion Topics or Assignments). Let’s say, for example, that 

you want to set your first page (0.1 Welcome to ESL 098G (READ)) as the 

Home Page (remember that before setting the Home Page, the page must be 

published). 

 

 

To set this page as the Home Page, simply click the three dots on the far right, 

then select Use as Front Page. 
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And that’s it. You have now set the Home Page (Front Page). 

 

 

If you go to your page, you can see that it has been designated as the Front 

Page. 
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2. You can test it by going to the Dashboard and clicking on your course. 

 

 

And the first page you go to is the Home Page you’ve just set up. And you now 

have your Home Page. 
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Creating a Separate Home Page 
 

1. If you’d like to create a separate Home Page, rather than to designate an already 

created page as the Home Page, click on Pages in the Course Navigation on the 

left. 

 

 

Once you are on Pages, click on View All Pages. 
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Next, click the + Page button. 

 

 

Then, name your page and add the content in the editor. 
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When you have finished, scroll down and click Save & Publish (remember that 

before setting the Home Page, the page must be published). 

 

 

2. The page is now published. To set this page as the Home Page, click on View 

All Pages. 
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Then, find the newly created page, click the three dots on the far right, then 

select Use as Front Page. 

 

 

 

You have now set the Home Page (Front Page).
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3. And once again, go to the Dashboard and try it by clicking on your course. 

 

 

And there it is. The first thing you see when you enter the course is your newly 

created Home Page. 
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And if you scroll down, you can see the rest of the content. 

 

 


