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This Getting Started! session will briefly cover the very basics on canvas.  Navigating the canvas 
interface, logging in, and how to create a basic syllabus.  

If you remember anything from this course, know that there is excellent help documentation avail-
able from Instructure at http://help.instructure.com 

What is canvas?
Just another tool to help enhance your courses.  

Examples of Canvas in action
Live Courses:

Canvas Network

Downloadable courses:
Canvas Course Collections

Lets Get Started!

Logging In
Only use Google Chrome or Mozilla Firefox for browsers.  They seem to be the most stable. 

You can log into Canvas by clicking the “Canvas LMS” link on the Ringling portal or direct link 
http://ringling.instructure.com

Enter your Ringling Username and Password into the required fields then click “Continue”.

****New from last year****
All your courses should now be listed from the Courses pull-down.  No need to create a new 
course and invite students.  Students and course added based on information from the registrars 
office.

http://help.instructure.com
https://www.canvas.net/
http://guides.instructure.com/m/15170
http://ringling.instructure.com


Basic Navigation

Quick 4min Interface Overview video by Instructure http://vimeo.com/69658934

The Dashboard is the first thing you will see when you log into Canvas .  It shows a quick overview 
of what is happening in all your courses.  If you ever get lost just click the Ringling logo and you 
will return to the dashboard.

Main Parts
Global Navigation is the static menu across the top of the page.  This is where you can find all of 
your courses, assignments, grades and calendar
Sidebar:  To do list, coming up and recent feedback
Help Corner:  Inbox, Settings and Help
Course Navigation: Long list of links to your course content.  Sections without content are grayed 
out. What is shown can be customized
Breadcrumb Navigation: Shows you where you are inside a course.
Content Area: Displays whatever has been selected to display.  

For more information: 
Dashboard: http://guides.instructure.com/m/4152/l/40311-what-is-the-dashboard
Navigation: http://guides.instructure.com/m/4152/l/40307-how-do-i-navigate-a-canvas-course

http://vimeo.com/69658934
http://guides.instructure.com/m/4152/l/40311-what-is-the-dashboard


Edit Profile
Your profile is sort of like a business card.  Through your profile you can edit your name, preferred 
contact methods, add profile image and links.  This profile is applied to all your courses.

Select your name from the top help corner area

Click Edit Profile

To Edit Profile image select the profile picture icon
Please choose an appropriate picture to represent yourself. To prevent your image from being 
distorted keep to square images. Files can be .jpg, .png, or .gif .  
Upload your image 
Click Save

You can edit your Bio and edit Links as desired.  Click Save Profile when done.

For more information:
http://guides.instructure.com/s/2204/m/4212/l/75098-how-do-i-edit-my-profile

http://guides.instructure.com/s/2204/m/4212/l/75098-how-do-i-edit-my-profile


Notification Preferences
Select “Settings” from the top help corner area
Select Notifications from the left-hand side navigation menu

When you hover over the Email Address column, you can view the details of the notification and 
adjust your preferences.  You can always change things if you are being notified too much or not 
enough.

For more information:
http://guides.instructure.com/m/8472/l/73162-how-do-i-set-my-notification-preferences

http://guides.instructure.com/m/8472/l/73162-how-do-i-set-my-notification-preferences


Inbox
The inbox is another way to communicate with your students.  Select “Settings” from the top help 
corner area

Messages will appear on the left-hand side.  

Messages can be sorted in a variety of ways.  If you want to show by course change the course in 
the pull-down.  You can also search by user in the search bar.  Select a message for it to appear in 
the conversations area.

To create a new message select the new message icon

Messages can be sent to entire class or individuals.  You can  also include attachment or other me-
dia content.

Students will receive messages based on their notification preferences.

For more information:
http://guides.instructure.com/d/dhqlve

http://guides.instructure.com/d/dhqlve


People
Where you can see details about the people enrolled in your course

As an instructor you can view all the users participating in the course, search, manage users, view 
activity for each user, view group tabs and add groups.   

To view a user select their name.  This will bring up a the user page with detailed information about 
the user. 

For more information choose from the options on the right side bar.

For more information
Calendar: http://guides.instructure.com/m/8472/l/55478-how-do-i-access-people
Setup multiple due dates for Cross-listed courses: http://guides.instructure.com/m/4152/l/101241-
what-are-varied-due-dates

http://guides.instructure.com/m/8472/l/55478-how-do-i-access-people
http://guides.instructure.com/m/4152/l/101241-what-are-varied-due-dates
http://guides.instructure.com/m/4152/l/101241-what-are-varied-due-dates


Calendar
The Calendar is used for reminding teacher’s and students of assignments with due dates.  To ac-
cess the calendar click “Calendar” from the Global Navigation menu.

From the navigation bar you can change views.
The side bar allows you to limit which calendars are viewed.  
By default all course calendars and group calendars will appear.  To hide a calendar click the box 
next to the calendar

For more information double-click the assignment on the date.   Click “Details” to view the assign-
ment.

To move due dates drag and drop the assignment box

You can also add and assignment by clicking a specific date from the calendar.

For more information:
http://guides.instructure.com/m/4152/l/54668-what-is-the-calendar

http://guides.instructure.com/m/4152/l/54668-what-is-the-calendar


Announcements
Announcements are a quick way to communicate with students.  Once an announcement is post-
ed, Canvas notifies students based on their individual Notification Preferences.

To create and Announcement click the “Announcements” link from the left-hand side course navi-
gation links

Click “Make An Announcement”.  

Add your content, Set timing and click “Save” when finished.

To delete and announcement click the announcement title to open.  Select the gear icon dropbox 
next to Edit.  Choose “Delete”

For more information
Make Announcement: http://guides.instructure.com/m/4152/l/40297-what-are-announcements
Delete Announcement: http://guides.instructure.com/m/4152/l/50733-how-do-i-delete-an-an-
nouncement

http://guides.instructure.com/m/4152/l/50733-how-do-i-delete-an-announcement
http://guides.instructure.com/m/4152/l/50733-how-do-i-delete-an-announcement


Syllabus
The syllabus section is where you can place course requirements in chronological order.

To start editing the syllabus select the syllabus link from the course navigation menu
Click “Edit Syllabus Description” to change the description.  You can edit the content by using the 
content editor, uploading link to a file or embed file.

Once your description has been entered you are ready to add assignments and setup your grade-
book.  Any changes made to Assignments and weighted grades will be reflected in the Syllabus.  If 
you have undated assignments like extra credit they will show up at the bottom of the list.

For more information
http://guides.instructure.com/m/4152/l/55577-what-is-the-syllabus



Reorder and Hide Course Navigation Links
To reorder the list select “Settings”

Select the “Navigation” tab
Items in blue are things you can see.  Items grayed out are hidden.

Some items to hide to make things tidy are quizzes (also shown in assignments), files (embed in 
modules), and Pages. 

For more information:
http://guides.instructure.com/m/4152/l/57079-how-do-i-reorder-and-hide-course-navigation-links

To hide links from students 
drag them to this section

Drag and drop items to reorder.   

http://guides.instructure.com/m/4152/l/57079-how-do-i-reorder-and-hide-course-navigation-links


Publish Your Course
A course will remain unavailable to your students until you publish it.
Click “Home” from the left-side course navigation.  

Click “Publish” from the Home Page content area

Click Publish Course

Once published the Course Status will change to Publish.  You can unpublish a course until grades 
are added.  

For more information:
http://guides.instructure.com/m/4152/l/57126-how-do-i-publish-my-course



Student View
Always double check your course in Student View.  
To access student view choose “Settings” from course navigation menu.  Then choose “Student 
View” from the right side bar.  Student view will also automatically add a test student to your grade-
book.

To leave student view click “Leave Student View” button on the bottom right.

For more information:
http://guides.instructure.com/m/4152/l/61153-how-do-i-access-student-view

http://guides.instructure.com/m/4152/l/61153-how-do-i-access-student-view


Links to help you get started

Instructure’s Orientation Courses    
https://training.instructure.com/courses/1157710

Instructure’s Quick Start Guide
http://guides.instructure.com/m/8472

Canvas Video Guide
http://guides.instructure.com/m/4210

IT Tech Help
Contact the IT help desk by clicking the Tech Support link on the portal or inside of Canvas click the 
“Help” link

IRingling Canvas Resources: Office hours, upcoming training sessions, other links http://it.ringling.
edu/canvas-resources/

https://training.instructure.com/courses/1157710
http://guides.instructure.com/m/8472
http://guides.instructure.com/m/4210
http://it.ringling.edu/canvas-resources/
http://it.ringling.edu/canvas-resources/

