
Canvas Training 
Level  2



Create a Free Account

Navigate to https://canvas.instructure.com/login/canvas
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Objectives for today’s training 
The educator should be able to: 

❏ upload and manage files, 

❏ create and manage pages in courses
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Module 2.1 
The educator should be able to: 

1. Define User Files, Course Files, and Group Files 

2. Create a folder within their “Files”

3. Upload a file into their “My Files” folder

4. Upload multiple files into a folder (storage size)

5. Restricting items from student view
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Define User Files, Course Files, and Group 
Files 
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Defining files
User “My” Files
User files include profile 
pictures, uploaded 
assignment 
submissions, and other 
files uploaded to your 
personal Canvas file 
storage area. By default, 
each user has 50 MB of 
storage space in Canvas. 
Administrators can 
change the quota for 
user files for the entire 
institution.

Course Files
Course files include any 
content uploaded to your 
course. By default, each 
course has 500 MB of 
storage space in Canvas

Group Files
Group files include 
uploaded assignment 
submissions, files for 
projects, and other 
group-related items. By 
default, each group has 
50 MB of storage space 
in Canvas. Group files 
are automatically 
published when they are 
uploaded to the group
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https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-view-my-user-files-as-an-instructor/ta-p/718
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-view-course-files-as-an-instructor/ta-p/713
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-view-group-files-as-an-instructor/ta-p/716
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● “My” files are your user files.

● Course files are the content you 
want to use for your course.
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Course files can also be accessed from within the course. 

*Please note that students can view these files.*

1
2
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Create a folder in Files
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11
Tutorials for Using Files

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-use-Files-as-an-instructor/ta-p/929
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Tutorials for Using Files

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-use-Files-as-an-instructor/ta-p/929


Upload a File or Multiple Files into “Files”
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Tutorials for Using Files

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-use-Files-as-an-instructor/ta-p/929
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Different ways 
to upload files!
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You can select 
multiple files and 

click open or you can 
click and drag files to 
the “Drop files here 
to upload section.”
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Click on the files you want to upload then 
click Open



Click here to download 
homepage buttons!
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https://drive.google.com/drive/folders/1OqWwPU6xZ0iPsPOouJSclE0uk6PUx9NV?usp=sharing


Restricting Items from student view
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The eye symbol with the line through it 
means that students will not be able to 
view the navigation option in “Student 
View” and that it is only viewable to the 

educator.



21

1

2

3



22



Module 2.2 
The educator should be able to: 

5. Define Pages, Assignments, and Modules

6. Adding a page to their course

7. Editing a page in their course

8. Use the Rich Content Editor (importing/embedding images, videos, text, 

and external content)

9. Use the Content Selector Tool

10. Adding Links to a Page

11. Duplicate, Delete, and Publish Pages 
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Define Pages, 
Assignments, & Modules
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Define Pages, Assignments, & Modules

Pages
Pages comprises all pages 
created in a course. A page 
allows instructors to create 
content for a Canvas course. 
Students can also create and 
edit pages in Groups. Pages is 
a link in Course Navigation

Assignments
Any activity assessment that is 
created by the instructor. 
Assignments can include 
Assignments, Discussions, 
and Quizzes. Some 
assignments are submitted for 
no grade. Other assignments 
may be submitted offline but 
tracked in the Canvas 
Gradebook or be submitted 
online. Assignments is a link 
in Course Navigation. The 
Assignments page lists all 
assignment types in a course.

Modules
A tool that can unify all course 
content into structural 
components. Module content 
can be grouped by week, topic, 
or day. Modules can be set up 
to require students to 
complete materials in a 
sequential fashion. Modules is 
a link in Course Navigation.
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Modules are like 
“Topics” in 

Google Classroom



When do I 
use each 

one? 
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Adding a page to their course
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Double click on the 
course card to open 

the course. 

Click Here to see an example of a 
Sandbox Course.

https://docs.google.com/drawings/d/108P4iGCMyz-Pgg7SJqi5SCr3dMBGo-G6wM7JZJJXHDo/edit?usp=sharing


Creating a Page

1. Click on “Pages”
2. Click on “View all Pages”
3. Click on “ + Page”
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30Name your page



Editing pages
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Editing a Page

1. Click on “Pages”
2. Click on Page Title
3. Click on “ Edit”

Step by Step Guide by Canvas

Control + Z = Undo

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-edit-a-page-in-a-course/ta-p/791


Become familiar with the Rich 
Content Editor
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Rich Content Editor: 
Use this workspace to add 

content to your page

Click here to view the “New” Rich 
Content Editor Instructional Video

Click here to view the current version 
of the Rich Content Editor 
Instructional Video

https://vimeo.com/71970883
https://vimeo.com/71970883
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Most of the icons you will see in the rich 
content editor are similar to what you would 

find in Microsoft Word or Google Docs. 
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Most of the icons you will see in the rich 
content editor are similar to what you would 

find in Microsoft Word or Google Docs. 
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❏ Your home page (also called a 
Front Page) will be the first 
page your students see when 
they login to Canvas. 

❏ Includes some of the basics

❏ Meet the Teacher

❏ Zoom Link

❏ Lessons Link

❏ Office Hours
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Make it Inviting, but make sure to include: 



Place your screenshot here

Let’s Go LIve! 
It is time for you to create your first homepage! 
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Use the Content Selector Tool
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Click here  for step-by-step 
directions.

The content selector tool allows 
you to add links, files, and 

images to your page. It also 
allows you to link to other areas 

of Canvas

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-insert-links-to-course-content-into-the-Rich-Content/ta-p/1048


Adding Links to a Page
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Once you have the item you want to be a link 
selected, click on the Link to URL icon located in 

the Rich Content Editor. 
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Paste the URL you would like to use into 
the box and click, “Insert Link,”



Place your screenshot here

Let’s go live
Linking Activities to Your Buttons
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Duplicate, Delete and Publish Pages
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To publish or unpublish a 
page, click on the icons. 



Setting your Homepage 
(Front Page)
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Any questions?
You can find us at:
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Adryann Clapp
aclapp@nps.k12.va.us 

Analisa Santillan
asantillan@nps.k12.va.us 

Angela Lewis
alewis@nps.k12.va.us 

Antonia Kolantis
akolantis@nps.k12.va.us 

Ashley Blanchard
ablanchard@nps.k12.va.us 

Charlotte Davis
chdavis@nps.k12.va.us 

Clara Heyder
cheyder@nps.k12.va.us 

Darnita Woodhouse
dwoodhouse@nps.k12.va.us 

Elana Johnson
ejohnson@nps.k12.va.us 

Jessica Olsen
jolsen@nps.k12.va.us 

Jessica O’Grady
jogrady@nps.k12.va.us 

Karisma Barrett
kbarrett@nps.k12.va.us 

Kimberly Brunson
kbrunson@nps.k12.va.us 

Maria Thomas
mthomas1@nps.k12.va.us 

Marie Tuohy
mtuohy@nps.k12.va.us 

Matthew Roadruck
mroadruck@nps.k12.va.us 

Michale Siverio
msiverio@nps.k12.va.us 

Michele Baird
mbaird@nps.k12.va.us 

Nartarsha Hunter
nhunter@nps.k12.va.us 

Pandora Fifer
pfeiffer@nps.k12.va.us  

Pernell Denson
pdenson@nps.k12.va.us 

Robin Krupansky
rkrupansky@nps.k12.va.us 

Shari Gomez
shgomez@nps.k12.va.us 

Terese Toth
ttoth@nps.k12.va.us 

Xochilt Bermudez
xbermudez@nps.k12.va.us 

Click here to evaluate your training session.
http://bit.ly/CANVASL2Eval 

mailto:aclapp@nps.k12.va.us
mailto:asantillan@nps.k12.va.us
mailto:alewis@nps.k12.va.us
mailto:akolantis@nps.k12.va.us
mailto:ablanchard@nps.k12.va.us
mailto:chdavis@nps.k12.va.us
mailto:cheyder@nps.k12.va.us
mailto:dwoodhouse@nps.k12.va.us
mailto:ejohnson@nps.k12.va.us
mailto:jolsen@nps.k12.va.us
mailto:jogrady@nps.k12.va.us
mailto:kbarrett@nps.k12.va.us
mailto:kbrunson@nps.k12.va.us
mailto:mthomas1@nps.k12.va.us
mailto:mtuohy@nps.k12.va.us
mailto:mroadruck@nps.k12.va.us
mailto:msiverio@nps.k12.va.us
mailto:mbaird@nps.k12.va.us
mailto:nhunter@nps.k12.va.us
mailto:pfeiffer@nps.k12.va.us
mailto:pdenson@nps.k12.va.us
mailto:rkrupansky@nps.k12.va.us
mailto:shgomez@nps.k12.va.us
mailto:ttoth@nps.k12.va.us
mailto:xbermudez@nps.k12.va.us
http://bit.ly/CANVASL2Eval


Credits

Special thanks to all the people who made and 
released these awesome resources for free:
✖ Presentation template by SlidesCarnival
✖ Photographs by Unsplash
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http://www.slidescarnival.com/
http://unsplash.com/

