
Getting Started in Canvas for Instructors 
 

You can find instructions on how to do just about anything in the Canvas Guides. However, the list is quite long! Below is 

a much shorter list of tasks to get you up and running in Canvas.  

IMPORTANT NOTE: There are several different ‘types’ of Canvas. When you go into Canvas, you must make sure that the 

address is k12.instructure.com. If the URL says anything other than k12 before instructure.com, you are in the wrong 

Canvas site. Simply retype the address in the address bar to go to the right site.  

RECOMMENDATION: I would recommend creating a course site that is not associated with an actual class to try new 

things in. This will allow you to try new things without worrying about messing up your actual course.  

 

Create Your Account in Canvas 
1. Type k12.instructure.com in the address bar of your browser (Google Chrome, etc.). 

2. Click Need a Canvas Account? 

3. Click the I’M A TEACHER button. 

4. Enter your name and email account, then check the terms of use agreement box. 

5. Click the Start Teaching button. 

6. You can check your email to set your password now or later. (It can take several minutes for them to send the 

email.) 

7. Click the Get Started button.  

8. You will be taken to your Canvas Dashboard.  

 

Create a Course 
1. In the Dashboard sidebar (on the right side of your screen), click the Start a New Course button. 

2. Type the course name.  

3. Click the Create course button. 

4. Your course shell has been created!  

5. You will notice the Canvas Guides help feature at the right of your screen. This is available on every page. Click 

the arrow at the top right of the help feature to collapse it. If you would like to access it again, click the arrow 

again.  

 

Course Navigation 
Change the Course Home Page  Choose ‘Course Modules’ as what you would like to display on the home page. 

Manage Course Navigation Links  Here you decide what links to include and the order you want them in. The simpler the 

navigation, the easier it is for your students to get to the content.  

 

https://community.canvaslms.com/docs/DOC-10460-canvas-instructor-guide-table-of-contents
https://community.canvaslms.com/docs/DOC-13012-how-do-i-change-the-course-home-page
https://community.canvaslms.com/docs/DOC-12933-how-do-i-manage-course-navigation-links


Announcements 
You can post all of your announcements in your Canvas course. Once your students and parent observers have joined 

the course, they can add their email address to their accounts and choose to receive an email with anything posted in 

the course. You can even include a link to your Zoom meeting in an announcement.  

Add an announcement 

Edit an announcement 

Delete an announcement 

Course Syllabus 
The Syllabus in Canvas makes it easy to communicate to your students exactly what will be required of them throughout 

the course in chronological order. You can also set the syllabus as your course home page. 

The Course Summary is automatically generated based on assignments and events within a course. You can choose to 

disable the Course Summary. Items within the Course Summary can only be changed by editing or deleting the 

assignments or events. All assignments (unpublished and published) are listed in the syllabus for instructors. 

How to Use the Syllabus 

How to edit the Syllabus Here you can choose to disable the Course Summary so it won’t automatically update based on 

the assignments and events in your course. This will allow you to upload or copy/paste your syllabus into the course.  

 

Create Weekly Modules 
Modules allow instructors to organize your content to help control the flow of the course. The weekly modules are 

where you will put any content that you wish to share with your students. This can include documents, assignments, 

quizzes, discussion boards, YouTube videos, and other multi-media content. If you title your modules Week 1, Week 2, 

etc. your students will know where to access each week’s content. 

Use the links below to create and modify your modules. 

Add a module 

Move or reorder modules 

Delete a Module 

 

Add Content to Modules 
You can add a variety of content items to your Canvas course.  

• Assignments: This allows your students to submit a text entry, website URL, Media Recording, file upload. You 

can also create an assignment that has no submission, such as a reading assignment.  

• Quizzes 

• Files such as documents, PDFs, etc. 

• Pages which are like simple web pages 

• Discussion Boards 

• External URLs (links to websites) 

• External tools such as Google Drive documents, Khan Academy lessons, Quizlets, and Wikipedia articles 

https://community.canvaslms.com/docs/DOC-10405-415250731
https://community.canvaslms.com/docs/DOC-10407-415250732
https://community.canvaslms.com/docs/DOC-10420-415250733
https://community.canvaslms.com/docs/DOC-12831-415255577
https://community.canvaslms.com/docs/DOC-12958-415241537
https://community.canvaslms.com/docs/DOC-26322-how-do-i-add-a-module
https://community.canvaslms.com/docs/DOC-26346-how-do-i-move-or-reorder-a-module
https://community.canvaslms.com/docs/DOC-26333-how-do-i-delete-a-module


Add content to modules overview    

Edit module items 

Duplicate module items 

Delete module items 

1. Go to the module with the item to be deleted. 

2. To the right of the item name, click the menu button. 

 
3. Click Remove. 

4. Click OK in the pop-up. (It usually appears near the top of the window.) 

Edit details in an assignment 

Download student submissions for an assignment 

 

I Teach More Than One Section of the Same Course 
If you teach more than one section of the same course, you have a couple of options. You can add sections to one 

Canvas course or you can create more than one course. 

Option 1: Add more than one section to the same Canvas course 
Add a section to a course 

Change the name of a course section 

Delete a course section 

Instructions for additional options for course sections 

 

Option 2: Create more than one course 
You can focus on getting one Canvas course set up just the way you want it, then copy that course content into a new 

course(s).  

Once you have finished creating the original course, follow the directions to copy a Canvas course into a new course 

shell. You can modify the new course as you would any other course. Note that changes you make in the original course 

after copying will not be reflected in the new courses.  

 

Move My Course from canvas.instructure.com 
Did you create your course in canvas.instructure.com? Follow these directions to export your course from 

canvas.instructure.com into k12.instructure.com 

1. Go to your course on canvas.instructure.com 

2. Follow the directions at How do I export a Canvas course? 

Note: The file will download into your Downloads folder by default. 
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3. If you haven’t done so, create a new course following the directions at the beginning of this document. 

4. Go to that course. 

5. Follow the directions at How do I import a Canvas course export package? 

Note: When you click the Choose File button, go to This PC > Downloads. The file should appear at the top of the 

list. The file name will end with .imscc.  

6. Now you can continue modifying the course as normal. 
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