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Getting started Welcome to Growing with Canvas for Pratt Faculty!  This course is a great way to learn how to 
use Canvas with your students.  As you progress through this course, you will complete 
several modules that you can access. Feel free to go through this course at your own pace.



Every course on Canvas must have the Syllabus and faculty contact information. We also 
highly advise you to include any reading materials and extra files that are necessary for the 
course, and that these resources are structured in a way that is easy for students to browse. 
Please remember to publish your course as well, as mentioned. This guide will show you how 
to do all of these things in your Canvas course.



For more resources on Canvas, check out the  

Feel free to navigate to any topics that you have questions about, or work through this 
course linearly.

CTL website

Overview

3

https://commons.pratt.edu/ctl/canvas/


4How do I log in to Canvas?

Log In to Canvas

Sign in using your Pratt 
OneKey information! 

https://pratt.instructure.com/

https://pratt.instructure.com/


5How do I view all my courses?

community.canvaslms.com

1

2

�� In Global Navigation, click the Courses link�
�� Then click the All Courses link.

Courses are organized into All Courses, Past 
Enrollments, Future Enrollments, and Groups. 
Courses and groups are sorted alphabetically by 
course or group name.

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-view-all-my-Canvas-courses-as-an-instructor/ta-p/704


6How to import from old courses?

community.canvaslms.com

On the course home page, 
click the Import Existing 
Content button. 

In the Content Type 
drop-down menu, select the 
type of content you will 
upload to your course.



You can import content 
directly from another Canvas 
course by selecting the Copy 
a Canvas Course option. 

If you choose to copy content from another Canvas course, use the 
Select a course drop-down menu or type the name of a course in the 
Course name search field.



Choose to import all course content or to select specific content for 
your import. 

https://community.canvaslms.com/t5/Video-Guide/Course-Import-Tool-Instructors/ta-p/473558


7Where is the Pratt Syllabus Template?

�� Navigate to "Commons" from the 
left navigation�

�� Search for "Pratt Institute"�
�� Click "Import/Download".



Edit the syllabus to include your 
contact information, Zoom link, and 
other course information as needed.

2

1

3

community.canvaslms.com

https://community.canvaslms.com/t5/Video-Guide/Commons-Overview/ta-p/383846


8How can I add my contact information?

�� Click the Account link in the Global 
Navigation men�

�� Then click the Settings link. You can 
view all of your personal user 
settings such as your profile 
picture, name preferences, 
language, time zone, and feature 
options.�

�� Add email address and cell number

community.canvaslms.com

1

3

2 3

https://community.canvaslms.com/t5/Canvas-Basics-Guide/What-are-Profile-and-User-Settings/ta-p/15


9How can I contact my students?

Use the Inbox to�

�� Send a message to someone in 
your course or grou�

�� Send a message to yourself 
(displays in your Sent folder�

�� Reply to messages from others in 
your cours�

�� Filter conversations by course or 
typ�

�� View and reply to assignment 
submission comment�

�� You can adjust your notification 
preferences to receive messages 
using external channels.

community.canvaslms.com

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-use-the-Inbox-as-an-instructor/ta-p/628


10How do I use course navigation?

In the Settings page, click on the tab at 
the top of the page that says 
"Navigation."



The top section of menu items is active 
on your page, and the bottom section 
is inactive. To activate or deactivate a 
menu item, click the three dot icon to 
the right of the menu item title and 
click "disable" or "enable." You can 
additionally re-arrange the menu 
items in the "active" section to change 
the order in which they appear in the 
navigation menu. Some of these menu 
options, even when disabled, will still 
be visible to the instructor, but not to 
the students. 



Once you've rearranged the menu 
items, be sure to click "Save" at the 
bottom of the page!

community.canvaslms.com

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-view-all-my-Canvas-courses-as-an-instructor/ta-p/704


11How do I edit a Module?

Navigate to modules and click 
"+Module" to create a new module.



Here, you will be able to name the 
module (Week 1, Project 1, etc). You 
can also add pre-requisites to the 
module or lock modules until specific 
dates and times.



From the module, click on the plus sign 
at the right side of the module to add 
files, pages, assignments, discussions, 
or more. You can create new items 
directly from the module.



You can choose to add Assignments, 
Discussions, Files, Pages, and links to 
External URLs.

community.canvaslms.com

https://community.canvaslms.com/t5/Canvas-Basics-Guide/What-are-Modules/ta-p/6


12How do I add files to a specific course?

�� Navigate to modules.�
�� Click the plus sign icon on the right 

side of a module and select "File" as 
the type of module item�

�� Choose a file that you've already 
uploaded to add it to the module, 
or click on "Create File" to upload a 
new file�

�� Once you've clicked "Add Item" and 
see the file in your module, you can 
click on the three-dot menu icon on 
the right side of the module item to 
edit the display name for the file�

�� Make sure files are published in 
your course so that students have 
access. Do this by clicking the icon 
of the circle with the line through it 
on the right side of any module 
item.

community.canvaslms.com

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-bulk-upload-files-to-a-course/ta-p/623


13How do I view my course as a student?

You will see a button in the top 
right-hand corner of the page that says 
"Student View."



Try out assignments as a "Test 
Student," and then grade the test 
student's assignment to try out the 
gradebook and other features as an 
instructor within Canvas.



To leave Student View, click the button 
at the bottom of the screen that says 
"Leave Student View"

community.canvaslms.com

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-view-a-course-as-a-test-student-using-Student-View/ta-p/1122


14How do I publish a course?

Navigate to your course's home page 
and there will be a button on the right 
side of the page that says 
"Unpublished" and "Publish".



Click on the button where it says 
"Publish" to publish the course, and 
then everything within the course that 
is published will be visible to students.



When you've published all of the 
modules that students should have 
access to, the button will turn green.

community.canvaslms.com

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-publish-a-course/ta-p/1185
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