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INTRODUCTION

Canvas is a web-based learning management system, or LMS. It is used by learning
institutions, like the NYS & CSEA Partnership for Education and Training, to allow instructors
and students to access and work with online course learning materials.

Canvas will allow you to:

e Attend live web lectures where you'll be able to speak to your instructor and other students.
e Complete class assignments on your computer as independent work on your own.
e Take quizzes and tests (or self-assessments) online.

e Share your thoughts with fellow students by typing and posting comments on a class
discussion board.

Supported Browsers - Find out which browsers work best for this course (Chrome, Firefox,
Safari, or Edge), as well as basic computer requirements.
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1. LOGGINGINTO THE CANVAS WEBSITE

A.Register and Accept a Course Invitation

Note: You must register on the Canvas site and create a password before you can log
in and begin your coursework.

1. You will be sent an email, inviting you to participate in your Partnership Canvas course.
This email will display several things. First, it will show the web address of the
Partnership’s Canvas site. Secondly, it will show your Canvas username (which is your
email address).

Course Invitation

Flag far fallow up.

o Canvas Free for Teachers <notifications@instructure.co

ms

¥SCSEAPARTNERSHIP)

ATTENTION: This email came from on external source. Do not open attachments or dick on links from unknown senders

or unexpected emails

You've been invited 1o participate in a class afjcanvas.instructure.com) The class is

called Test Course - Workplace Communications. Course role: Student

ileen Easterly

Email: eileen. Iy (@ tnership.org I
Usermname: none

You'll need 1o register with Canvas before you can participate in the class.

Get Started

473 CANVAS

Click bare to view the course page | Undate your nobficalion seitings

2. Click on the Get Started button, then Create My Account.

Welcome Aboard!

You've been invited to join Poetry 101. To accept this request you need a Canvas account.
Click the link below to create a Canvas account.

| Have a Canvas Account Create My Account
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Next, complete the registration form, and click the Register button.

Welcome Aboard!

In order to finish signing you up for the course Poetry 101, we'll need a little more
information.

Login:

Q Password:

QT"“D Zone:  Mountain Time (US & Canada) (- &
Q | agree to the Acceptable Use Policy
o=

octavius.medowelleaton@gmail.cc

B.Login to Canvas

Open the web browser program on your computer (such as Google Chrome or
Microsoft Edge) and type this web address into the address bar:
https://canvas.instructure.com. The login screen will come up.

W3 CANVAS  Cldieetsre

FREE FOR TEACHER

JohnSmithEYouragency.ny.gov

Password

# Stay si

Forgot Passwor

Type in your Canvas Username and Password. Your username is usually your email
address. Forgot your password? See section D below.

Note: It's best to check the Stay Signed in box so that the system remembers you.

Next, click the Log In button.
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C.Exit Canvas
Click on the Account link in the menu on the left-hand side of the screen.

Click on the Logout button under your name.

EE

Eileen Easterly

‘.:.r

Dashboard
EJ Notifications
Courses Profile t Course - Workplace Commun...
irk Com
@ Files
Calendar = . = =]
Settings =2 L

ePortfolios

QR for Mobile Login

D.Forgot Your Canvas Password?
On the Canvas Log In page, click on the Forgot Password? link.

Type in your email address and then click the Request Password button.

Your password recovery instructions will be sent to
@l cilecn.casterly@nyscseapartnership.org. Thismaytakeup %
to 30 minutes. Make sure to check your spam box.

% CANVAS

FREE FOR TEACHER

Enter your Email and we'll send you a link to change
your password.

Email

eileen.easterly@nyscseapartnership.org

Back to Login Request Password

< INSTRUCTURE
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2. THE GLOBAL NAVIGATION MENU

A.The Dashboard

Note: The Global Navigation menu is on the left side of the screen on the Canvas
website. The Dashboard is the home or landing page for the Canvas program.

1. Click on Dashboard on the Global Navigation menu at the left.

Dashboard
x
B Week 3/Lecture 2 %
Workplace Communications
= E W 1 »
Canvas Demo: How to Make lee Cr... Workplace Communications ‘il
plac
DEMO Work Com
o = B wee 1 x
Workplace Communications
Jun 30 at Fan
B week4/Lecture 2 x
lace
x
tions
Test Course - Workplace Commun. x
Work Com
1] [ )

Show All

2. The Dashboard View can be toggled to show a course view, list view, or recent activity
view and shows notifications for all current Canvas courses.

3. To change the view, click on the Dashboard View menu (three dots), and a popup
menu will appear. Click the view you wish.

Dashboard H
Do
Dashboard View Week 3/ Lecture 2 X
v Card View
List View
o Week 3/ Lecture 2 x
Recent Activity Workplace Communications
+/ Color Overlay ¢ X
’ o %
Canvas Demo: How to Make lce Cr... Workplace Communications frach b
5 5 Test Course - Workplace
DEMO Work Com Comr
o & B Week4/Lecture 1 %

Workplace Communications
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B.The Calendar

Click on Calendar on the Global Navigation menu.

Account

(i)
Dashboard

Today

28

12

19

MON

29

13

20

< 7 July 2020

TUE

Week BELEUGEE  Asenda -+

28
5
= 12
19
26

WED THU FRI SAT

g 10 11

|8 9a Week

Iﬁ.f Lecture 2
16 17 18
B

|| 9a Week
|6/ Lecture 2

23 24 25

July 2020 >

29 [30] 1 [2][3] ¢4
6 7% 10 11
13 [14] 15 [16][17] 18
20 [21] 22 [28] 24 25
27 [28] 29 30 [31] 1

» CALENDARS
B FEileen Easterly

B Canvas Demo: How to Make lce
Cream :

B Test Course - Workplace
Communications

B Workplace Communications

» UNDATED

5] Calendar Feed

The calendar will show you the dates that important tasks for your course are due.

To see more information about an item in your calendar, click on it to open it.

~
Account

(%)
Dashboard

@

Courses

Calendar

d=]
_I

Inbox

@

Help

28

12

19

29

13

20

30

fim] 92 Week
4 /Lecture 1_1

E?a Week
4/ Lecture 1
7

[z 9a Week
5/ Lecture 1

g 9a Week
5/ Lecture 1

14

E Pa Week
6/ Lecture 1

[ 9a Week
6/ Lecture 1

21
fim] 92 Week

7/ Lecture 1 |

1 2 3 | 4 =
79 ¢

fa] 92 Wesk ‘ 5
4/lecture 2

Quiz 2

Due: Jul 3 at 11:5%m

Calendar Test Course - Workplace Communications

Details
Quiz 2 covers:

* Unit 3: Understanding Perceptions and Preferences

and Productive Conflict Approaches
* Unit 4: Customer Communication and Getting
Information from Work-Related Materials

This assignment was locked Jul 3 at 11:5%pm.

12 13
19 2(

02:

-EM
ee

anv|
st )
forll

DA

cal

| /[ Lecture 2 |
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C.The Inbox

Click on Inbox on the Global Navigation menu. The inbox allows you to send an email
to your instructor and other students in your class.

To see an email message you've received, click on its header on the left, and it will
open on the right. You can reply by clicking the Reply (single arrow) button.

All Courses = Inbox ~
2 als v @ @
(i Jun 24. 2020 ATTENTION: This email came from an external source. Do not open attachments

or click on links from unknown senders or unexpected emails.
E'D O Eileen Easterly, David Moak...

Dashboard Having trouble logging in Having trouble logging in
Great idea about writing the Canvas us...

%

Good Morning Eileen!

| am sorry to hear that. Not to worry!

Did you happen to write down your password in the cover of your Participant
Guide?

If not, here are a few steps you need to follow to reset your password:

1. Go to the Canvas Email Login<https:/frutgers.instructure.com/login/canvas>,
click on ‘Forgot password?

2. Enter your Net ID or Email address into the Login ID field. Then click Request
Password.

3. Check your email, the email subject is "Forgot Password: Canvas” and the
sender is notifications@instructure.com. Check your Spam/Junk folder if you do
not see it.

4. Click on the link in the email and you will be brought to a page with the below
information.

You should be all set. Have a wonderful day!

Dave

From- Fileen Fasterly <nntificatinns@instrictiire coms>
4
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3. To send a new message, click on the Compose Message icon (Pencil) at the top of
the screen.

Compose Message b 4

Course | CanyasDem..lce Cream e
To [ | ‘ fal

All in Canvas Demo: How to Make Ice Cream
Subject

Teachers 3

Students 3

@ SR

P

4. Next, click on the Course menu and select the course you are enrolled in (and want to
discuss).

5. Then click on the person icon to the right of the To box and select Teachers or
Students. (Note: You can only send an email to your instructor or fellow students in
the Canvas system, you cannot type in any other email addresses.)

6. Select the name of the person you wish to send your email to.
/. Type your subject, and message body, then click the Send button.

8. To see an email message you've received, click on its header on the left, and it will
open on the right.

NYS & CSEA Partnership for Education and Training http://creativecommons.org/licenses/by-nc-sa/4.0/ 10
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D.The Account Menu

1. Click on Account on the Global Navigation menu.

EE

Eileen Easterly

Logout
Notifications

t Course - Workplace Commun...

ik Com

Files
Settings g B =

ePortfolios

QR for Mobile Login

Show All

2. Choose Logout to exit Canvas.
3. Click on Profile to update information about yourself (or add a profile picture).

4. You can also change your password by clicking on Settings, Edit Settings, and
Change Password.

NYS & CSEA Partnership for Education and Training http://creativecommons.org/licenses/by-nc-sa/4.0/ 11
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3. GETTING AROUND YOUR COURSE

A.Opening a Course

1. Click on Courses on the Global Navigation menu.

2. Click on the name of the course you want to open.

B.The Course Home Page

1. Click on Courses on the Global Navigation menu, then click the course name.

2. Canvas will open that course’s home page.

— DEMO

Mo Canvas Demo: How to Make Ice Cream
Account Announcements

Modules

Sirads How to Make Ice Cream

Courses

Getting Started with Erequently Asked

Canvas Questions
Instructor Information | Need Help!

| View Course Stream
[ View Course Calendar

L\ View Course Notifications

To Do

= Welcome!
Jul 6 at B:36am |
< Ground Rules

Jul & at 8:38am |
Recent Feedback

~" Quiz: The History of lce Cream
DEMD
25outof 5

v Which Methed Would You
Choose?
DEMO
Soutof5
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The Course home page shows an image with links below it to several documents that
will help you use Canvas.

Any announcements for the course can be found by clicking on Announcements on
the course menu at the left.

To the right are several types of ways to view information about your course, such as a
To Do list and links to feedback about your coursework.

Any information areas that are closed (such as View Course Stream) can be opened
by clicking on them.

C.Understanding Your Course: The Course Overview

After opening your course, click on the Modules link.

At the top of the screen, you'll see the Course Overview.

— DEMOASTP > Modules

Home Collapse All

Announcements

Modules

I v Course Overview Complete All Items | =)
Grades

= Course Description -
- Viewed

Course Objectives
Viewed

E Agenda

View

& Participant Guide

View

The Course Overview will show you the Agenda for the course, as well as a link to
your Participant Guide.

Many courses will request that you type something about yourself in an “Introductions”
discussion area in the first week so that everyone gets to know their fellow-students
better.
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D.Lectures and Other Assignments

After opening your course, click on the Modules link on the course menu.

Below the Course Overview section, you'll see a list of the units of work you’ll be
expected to complete (and in which week). In this example, you see the lectures and
assignments for a demo course called “How to Make Ice Cream.”

Account

m

Dashboard

Courses

p=h
oon
ooo

Calendar

&b

(G

Commons

©)

+ Week 1/ Unit 1: The History of Ice Cream Complete All Items
September 8 - 13

= Week 1/Lecture 1: Introduction to Ice Cream
B Weoki
ep8 | View

= Discussion: Introductions
Sep 13 | 5pts | Submitted

&£ Article: Explore the Delicious History of Ice Cream e

Viewed

= Week 1/ Lecture 2: The History of Ice Cream
Sep 10 | View

«¢ Quiz: The History of Ice Cream
i Sep13 | 7.5 pts | Submitted

+ Week 2/ Unit 2: Basic Components Complete All ltems
September 14 - 20

= Week 2/ Lecture 1: The Ingredients
Sep 15 | View

&£ Article: The Master Ice Cream Recipe &

View

= Week 2/ Lecture 2: Toppings
Sep 17 | View

-« Poll: What's Your Favorite Flavor?
“* Sep20 | Submitted

You can click on most types of assignments to view and complete them. As you
complete your work for a week, checkmarks will appear to the right of the assignments.

You will attend your web lectures live using the WebEx conferencing system. When
you click on a link for a “Live Lecture,” you'll see the date and time the web lecture will
be held as well as a link to join the lecture. You are encouraged to join your lectures
10-15 minutes early so that you can check your connection and audio setup.
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Some assignments require you to type a response:

a. Discussions: Click on the Discussion title to open it. Choose Reply, then type
your discussion response. When finished, click Post Reply. You can also click
to Reply to or Like another person’s post.

— DEMO ASTP » Discussions > Discussion: Introductions

Home
Announcements
Modules This is a graded discussion: 5 points possible due Sep 13

Grades Discussion: Introductions ¢

Please introduce yourself in a new post. Tell us:

« where you're from

« your current job title

« how many years you have worked for New York State
« something unique or special about you!

After you have posted your introduction, respond to at least 2 other classmates and try to find something

you might have in common.
~ Subscribed
I “~ Reply I

Eileen Easterly
Jul6,2020

Hello, my name is Eileen Easterly. | live outside of Amsterdam in a rural area called the Town of Florida.

Commons

® Search entries or author Unread =1

o

My job title is "Program Associate for Online Learning." I've held that position in NYS for 15 years.

I am interested in the fiber arts (weaving, spinning wool into yarn, etc.). | realize that these are unusual
hobbies, but | enjoy them.
[# | Eileen_MRC.jpg

“~\Reply  (1(2likes)

b. Written Assignments: Click on the Assignment title to open it and view the
instructions. Next, click Submit Assignment to open a text box. Type your
response in the text box, then click the “Submit Assignment button again.

— DEMO > Assignments » Which Method Would You Choose?

2
Home Which Method Would You Choose?
Announcements 0'
Modules

Due Sep25by11:59pm Points 5 Submitting atextentry box

Grades
Of the methods presented in this unit's article, which method would you choose to use to make your own

homemacde ice cream?
Please tell us which method you would use and why (2-3 sentences is OK!).

To complete this assignment, click the blue "Submit Assignment" button in the upper right corner of the screen.
Atext entry box will appear below these instructions. Type your responses to the questions above in the text
tool and then click "Submit" at the bottom of the screen.

NYS & CSEA Partnership for Education and Training http://creativecommons.org/licenses/by-nc-sa/4.0/ 15
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E. Getting the Big Picture: When Are My Assignments Due?

Click on Calendar on the Canvas Global Navigation menu on the left side of the
screen.

Today < = July 2020 Week @MEGLIGEN  Agenda + < July 2020 >

26 29 [@] 1 [Z][3] 4

SUN MON TUE WED THU FRI SAT
5 6 7] 10 11
Account  IEDE 29 30 1 2 - 12 13 15 18
[_';} =] 9a Week : 9aWeek | % Quiz2 19 20 -21. 22 - 24 25
Dashboard [4/Lecture 1 | 4/ Lecture 2 26 27 29 30 1
[ 9a Week [ 9aWeek ||27 Quiz2
EJ 4/ Lecture 1 4/ Lecture 2
— — +~ CALENDARS
> 6 ?7 s 97 10 1 B Eileen Easterly '
=] 9a Week [ 9a Week .
5/Lecture 1 5/ Lecture 2 B Canvas Demo: How to Make Ice )
Calendar ] — Cream
9a Week [ 9a Week
5/ Lecture 1 5/ Lecture 2 B Test Course - Workplace
— — Communications
12 13 14 15 16 17 18 o
—_— . \ B Workplace Communications
9a Week =) 9a Week I\"\‘ Quiz 3 l
6/ Lecture 1 &/ Lecture 2
=] 9a Week = 9aWeek || %7 Quiz3 > UNDATED
6/ Lecture 1 6/ Lecture 2
19 20 21 22 23 24 25 Calendar Feed
9a Week Z 9aWeek I
I/ Lecture 1 1/ Lecture 2 -

The calendar will show you the dates that important tasks for your course(s) are due.

To see more information about an item in your calendar, click on it to open it.
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F. Viewing Your Grades

After opening your course, click on the Grades link on the course menu.

— Work Com » Grades : Eileen Easterly

Home Grades for Eileen Easterly
Account
Announcements
£ Course Arrange By
= (;‘;3 i Modules
AsH20are Test Course - Workplace v | DueDate
Discussions Name Due Status
Quizzes Introductions Jun 12 by 11:59pm
People
Pages Why Do We
Communicate? Jun 12 by 11:59pm
Grades
Conferences My DiSC Style

Jun 12 by 11:59pm
Collaborations

Quiz1 Jun 19 by 11:59pm
Quiz 2 Jul 3by 11:59pm

Quiz 3 Jul 17 by 11:59pm

Final Exam

Jul 31 by 11:59pm

Roll Call Attendance

Test Assighment Type

Assignments

Quizzes

& Print Grades

v
Score Out of
v 1
v 1
v 1
20
15 20
20
100
100% 100 =
(0] 0 4
to0% 12/

75% 15.00/ 20.00

Each assignment is assigned a certain amount of points but you will receive a

checkmark for complete, or an X for incomplete.

Quizzes are the only homework assignments for which you will receive a grade.

The due date for each assignment is shown in the Due column. After the due date has
passed, that assignment will then be marked Missing. You must complete all
homework assignments and attend all lectures in order to receive credit.
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4. GETTING HELP

A.The Help Menu and Resources

1. Click on Help on the Global Navigation menu.

2. Click on the name of the support document you'd like to view (such as the Show
Welcome Tour link).

ToDo
=
8 \Week 3/ Lecture 2 X
Test Course - Workplace
- Communications
Account k
Jun 25 at $am
(%] B \Week 3/Lecture2 x

Dashboard

Workplace Communications
Jun 25 at Sar

e E‘_; Week 4 / Lecture 1 x
rkplace Communications
KC Test Course - Workplace
irk Com Faor Teatinne
s atic
Little lost? Try here first! oM S
Jun 30 at %ar
Calendar " e
Search the Canvas Guides B Week4/Lecture 1 X
Find answers to common guestions Woaorkplace Communications
.|| T t¥Yam
OTHER RESOURCES B Week 4 /Lecture 2 x
Test Course - Workplace
s 3 2 Communications
Video Conferencing Guides for Remote J,O ].:':ru:_'_tl? ik
Classrooms e
=N o
Get help on how to use and configure EE Week4/Lecture2 x
conferences in canvas. Workplace Communications
Jul 2 at Pam
Ask Your Instructor a Question 7 Quiz2 x
Questions are submitted to your instructor Workplace Communications
. 20 points |
Submit a Feature Idea : ¢ £ '. e
ul 3at 11:59pm
Have an idea to improve Canvas?
Show All
Report a Problem
If Canvas misbehaves, tell us about it
Recent Feedback
- - . - .
(_‘OVILJ 19;dr1vas Res?urteﬁ (m} ) .
Tips for teaching and learning online — ~ Quiz: The History of Ice Cream
DEMO
I Show Welcome Tour I 250utof 5

B. Still Have Questions?

1. Click on Inbox and send an email to your instructor.

2. For technical assistance, email CanvasHelp@nyscseapartnership.org through your
general email account (e.g., Outlook).

NYS & CSEA Partnership for Education and Training http://creativecommons.org/licenses/by-nc-sa/4.0/ 18
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5. EXIT CANVAS

A.EXxit with the Account Menu

1. Click on the Account menu and then choose Logout.

Account

%)

Dashboard

Courses

|
ooo
ooo!

Calendar

EE

Eileen Easterly

Notifications
Profile

Files
Settings
ePortfolios

QR for Mobile Login

t Course - Workplace Commun...

irk Com

NYS & CSEA Partnership for Education and Training
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APPENDIX

USING A MOBILE DEVICE TO ACCESS CANVAS

A.Downloading the Mobile App

Note: Downloading the Canvas Student App will be similar, whether you are using a
smartphone, or a tablet of the type described below.

Open the App Store on your device:
a. For Apple devices:
i.  Open your iOS device and tap the App Store icon.

ii.  Click on the Search icon (or field).

iii.  Type Canvas Student in the Search field and tap its
full name when it appears.

iv.  Tap the Open button, and download the App.

b. For Android devices oE Batn v

€ canvas student

i.  Open your Android device and tap the Play Store
icon. Wi

“?{". Canvas Student
‘i PSTIUCILNg

ii. Type Canvas Student in the Search field and tap its
full name when it appears.

iii.  Tap the Install button, and download the App.

99% WZ:20PM

Q ¢

NYS & CSEA Partnership for Education and Training http://creativecommons.org/licenses/by-nc-sa/4.0/
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B.Logging in with the Mobile App - 10S

1. You will receive an email invitation to join your Canvas class. Use this invite to set up
your Canvas account and create a password for yourself. Write down your
username and password inside the front cover of your book.

2. Open the Canvas Mobile App, and type in the Canvas Login page address

(https://canvas.instructure.com).

3. Click on the Find My School button.

4. Begin typing the word Free. Tap Free Canvas Accounts when it appears.

« Safari ! = 2:43 PM

PR 4N
b -4
A PN 4

STUDENT

| Find my school |

EIU_ QR Login Canvas Network

=
ir

48% @ )

o | ATRT Wi-Fi & ® 4:26 PM

< Back g

What's your school’s name?

FreeI

Free Canvas Accounts

Freed-Hardeman University

Freedom Academy

Freedom Academy - Parents

Freedom Practice Coaching

Freedom Prep Academy

L D RS W R R R S S

NYS & CSEA Partnership for Education and Training
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Scroll down until you see the “Log in to Your Free Canvas Account” area.
Type in your Canvas username (your work email address) and your Canvas password.
Tap Stay signed in checkbox.

Tap Login button.

© 0 N o O

After this first log in, you can just start the Canvas Student App to enter Canvas.

o !| AT&T Wi-Fi = ® 4:27 PM

< Back canvas.instructure.com

S INSTRUCTURE =

Log In to Your Free Canvas
Account

Do you have a free Canvas account (the
kind any individual user can get at no

cost)? Cool-here’s where you log in.

Password

B Stay signed in Forgot password?

or login with

NYS & CSEA Partnership for Education and Training http://creativecommons.org/licenses/by-nc-sa/4.0/ 22
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C.Logging in with the Mobile App - Android

1. You will receive an email invitation to join your Canvas class. Use this invite to set up
your Canvas account and create a password for yourself. Write down your
username and password inside the front cover of your book.

Note: The first time you log in, you must log into the Canvas website on your mobile
device - and not the Canvas mobile App.

2. Open a web browser, and type in the Canvas Login page address
(https://canvas.instructure.com).

Scroll down until you see the “Log in to Your Free Canvas Account” area.
Type in your Canvas username (your work email address) and your Canvas password.
Tap Stay signed in checkbox.

Tap Login button.

N o g kW

The first time you log into an Android device, you may be asked to choose to log in with
the Canvas Student App or a web browser. Choose the Canvas App.

8. After this first log in, you can just start the Canvas Student App to enter Canvas.

Note: If you log out of the App from the Account menu, you'll need to log into the
Canvas website again.

BAHEN T 7 .459%ME9:39 AM

< canvas.instructure.com

Log In to Your Free Canvas
Account

Do you have a free Canvas account (the
kind any individual user can get at no
cost)? Cool-here’s where you log in.

Password

- Stay signed in Forgot password?

NYS & CSEA Partnership for Education and Training http://creativecommons.org/licenses/by-nc-sa/4.0/ 23
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D.Dashboard and the Global Navigation Menu

1. The Canvas Global Navigation menu will appear at the bottom of your mobile device’s

screen when you use the Canvas Student App.

2. The Dashboard is the home or landing page for the Canvas application. It also shows
the courses you are enrolled in. You'll also notice your current grade in the course if
you've started any assignments. The image below on the left shows the Dashboard on

an Android device, and the one on the right, on an iOS device.

Courses

See All

Canvas Demo:

How to Make Ice...
DEMO

Canvas Demo: How  Workplace

to Make Ice Cream Communications
DEMO Work Com

Test Course
- Workplace Com...

Work Com
@ :’: Q M Dashboard f.':.-:§| ar I;]c.
Dashboard — -

See All

Test Course -

Workplace Com...
Work Com
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E.Open a Course from the Dashboard

1. Click on Dashboard on the Canvas Global Navigation menu in the Canvas Student
App.

2. Tap on the name of the course you wish to open.

e

= Dashboard N

Courses See All Workplace Communications

Default Term
94.38%

Canvas Demo: How Workplace
to Make Ice Cream Communications

DEMO Work Com Home _}

Workplace Communications

?i} Announcements

Test Course

- Workplace Com...
Work Com 63‘5

Modules

Grades

®  Bm o= N X

Dashboard
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F. Viewing Your Course Information

1. Open your course by choosing it from the Dashboard.

2. Tap Home to see some helpful information about using Canvas and contacting your
instructor. Tap the arrow icon at the top left to return to the Course screen.

3. Tap Announcements to see any announcements about your course.

4. Tap the arrow at the top left on the Course screen to return to the Global Navigation
menu.

< ¢ front-page

Canvas Demo: How to Make How to Make Ice Cream

Ice Cream

Default Term

Home 3
How to Make lce Cream
Started =
& Announcements with Asked
——— Questions
Canvas
&%  Modules
Instructor | | Need
Information| Help!
Grades
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G.Viewing Course Modules and Grades

Open your course by choosing it from the Dashboard.

Tap Modules to see the course objectives and agenda, as well as information about
each unit in the course. Each unit will typically contain a live web lecture, as well as
several types of assignments.

Tap Grades to see your grades in a course.

Click the arrow icon at the top to return to the Course screen and then again to return

to the Dashboard.

< Modules

v Course Overview

Course Description
Course Objectives
Agenda

C?J Participant Guide

Introductions
Due: Sep 7,2020 11:59 PM

L

v/ Unit 1: The History of Ice Cream

v Unit 2: Basic Components

v/ Unit 3: Method

5pts

& Grades

Total:

75%

Base on graded assignments

D Show What-If Score

Assignments A

g? Quiz: The History of Ice Cream
Sep 11
2.5/5
E»  Which Method Would You Choose?
Sep 25
5/5

S  Test Discussion Questions for
Effective Reading Skills

Imported Assignments A

Introductions
Sep 7
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H. Finding Assignments: Calendar and To Do Menus

Tap Calendar on the Canvas Global Navigation menu to open the Calendar in the
Mobile App.

At the top of the screen you’ll see the current week on a calendar. The current date will
have a circle around it. Dates when assignments are due have two dots beneath them.

Tap a date to see the assignments due on that date. Tap an assignment to see more
information. Information for each course is coded by color. Tap the plus sign icon to
add your own to-do item on the calendar. (In iOS devices, the plus icon is at the top.)

Tap To Do on the Canvas Global Navigation menu to open the To Do items list in the
Mobile App. Any assignments that you have not completed will be listed, color-coded
by course.

The To Do menu lists your assignments in a list format in the order they are due.

2020

July ~ Calendars All Courses

Sun Mon Tue Wed Thu Sat

12 13 14 15 16 18 U1, 2020 A

E’U Turn in My DiSC Style

) = @

Calendar

}?Q Test Course - Workplace Communications Workplace Communications

Quiz 3 Due at: Jun 19,2020 11:59 PM

Due Jul 17 at 11:59 PM

20 pts Jul 17,2020 A
$¢  Workplace Communications G\? Turn in Quiz 3

3 o

Quiz 3 Test Course - Workplace Communications

Due Jul 17 at 11:59 PM Due at: Jul 17,2020 11:59 PM

Graded

X:? Turn in Quiz 3
Workplace Communications
Due at: Jul 17,2020 11:59 PM

TEJ Do Q E
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. Inbox Menu

Tap Inbox on the Canvas Global Navigation menu in the Canvas Student App.

The inbox allows you to send an email to your instructor and other students in your
class.

Tap on the plus icon to begin a new email message.

Next, tap on the Select a course drop-down menu and tap the course you want to
discuss.

Then tap the plus icon to the right of the TO: box and select whether you want to
contact Teachers or other Students.

Select the name of the person you wish to send your email to.

Type your subject, and message body, then tap the Arrow (or Send in iOS) button at
the top right.

To see an email message you've received, tap on its header to open it.

=  Inbox Y ¢ New Message P

All Courses
Select a course v
All »
ﬁ Jessica Rossman, Eilee... Jul 13, 2020 Subject
< Test message
Gotit!.
Send individual message to
ég: Eileen Easterly, +2 Jun 24, 2020 each recipient
Having trouble logging in
Great idea about writing the Canvas user
Message

£y M

Inbox

5
&l
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J. Supported Browsers and Mobile Apps

Supported Browsers - Find out which browsers work best for this course (Chrome,
Firefox, Safari, or Edge), as well as basic computer requirements.

The Canvas User Interface was optimized for desktop displays but can be used on
mobile browsers and Canvas does provide free apps for some mobile devices. Try the
iOS and Android free Mobile Apps.

o Canvas by Instructure Android Phone/Tablet Guide
o Canvas by Instructure iOS Phone/Tablet Guide

NYS & CSEA Partnership for Education and Training http://creativecommons.org/licenses/by-nc-sa/4.0/ 30


https://guides.instructure.com/m/67952/l/720329-what-are-the-browser-and-computer-requirements-for-canvas
http://guides.instructure.com/m/18555
http://guides.instructure.com/s/2204/m/18561

	Introduction
	1. Logging Into The Canvas Website
	2. The Global Navigation Menu
	3. Getting Around Your Course
	4. Getting Help
	5. Exit Canvas
	Appendix
	Using a Mobile Device To Access Canvas

