PHS CANVAS Presence Guides

What and why is CANVAS Presence?

CANVAS is the Penn State Learning Management System (LMS). All Penn State courses will receive a CANVAS
course. Based on students’ feedback and course reviews, CANVAS Presence is developed as an instructional
guideline for faculty who teach in Public Health Sciences (PHS) programs. The purpose of CANVAS Presence is to
introduce as well as promote the use of CANVAS learning management system to both faculty and students
throughout PHS programs.

CANVAS Presence Key Objectives

e Faculty will be able to
o Upload the course syllabus to CANVAS course, and
o Make a CANVAS course available to students.
o Post a class announcement in CANVAS course.

e Students will be able to
o Access the course syllabus anywhere anytime via CANVAS at Penn State and
o Become comfortable using CANVAS learning management system

CANVAS Presence Instructions

There are three (3) simple steps to set up your CANVAS Presence for your course. Please follow the below

1.Upload [ W 2. Publish »

Step 1: Upload the Syllabus

Every CANVAS course includes the Syllabus page. This is where students are expected to access and retrieve the
course syllabus. Follow the instruction below to upload your course syllabus.

instructions.

1) Access your CANVAS course by going to http://canvas.psu.edu and Click “Canvas Login” button on
the top-right corner.

& C (1| ® canvas.psuedu BB +*RMETD 4C @

@ PennState home help & support training switch to canvas news & tips
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2) Login to CANVAS using Peen State WebAccess ID (abc123) and Duo Authentication.

!‘o 5, PennState WebAccess

Q

Please enter your Access Account ID or Friends of Penn State ID (.g. xyz5000).

User ID  abc123

Password ssssesssses

Change Access Account Password Change FPS Account Password

The Pennsylvania State University ©2017. All rights reserved.
Nondiscrimination Policy - Privacy and Legal Statements

3) On the CANVAS Dashboard page, click on a course you wish to access. You have accessed your
CANVAS course.

@ Dashboard
Q Canvas 1D Resources

Account

®

Dashboard

Chulapol Thanomsing Sandbox PHS 123 - Introduction to PHS

Courses
Section : Chulapol Thanomsing San. PHS 123 - Introduction to PHS

Calendar @ 23 &

Commons

£

4) In the course navigation menu, click Syllabus to open the Syllabus page.
5) Click Edit button on the top-right of the page.

— PHS 123 - Introduction to PHS > Syllabus

[Course Navigation]
Course Syllabus Jump to Today | %, Edit
a/

©

Account Home
(@ The syllabus page shows a table-oriented view of the course schedule, and the basics of course
Dashboard grading. You can add any other comments, notes, or thoughts you have about the course structure,
icil hing else.
Discussions course policies or anything else
— To add some comments, click the "Edit" link at the top.
Courses D People
Course Summary:
Calendar
Syllabus . Details

6) Make sure that a cursor is in the text editor area. You may wish to type in a short instruction
suggesting students to download and print the syllabus.

7) Press Enter key so the cursor goes to the next line.

8) On the right, click Files tab.
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9) Click Upload a new file and then Choose File button.

&
®

= PHS 123 - Introduction to PHS > Syllabus

B . \
Links Files

Course Syllabus Jump to Today Images

Account Home Click any fil to insert a download link for
Syllabus Description: & HTML Editor that file.

& UA-B-LEE=E===E X x 2 I * [ course fles ‘
Dashboard - |
» . . R

Discus BB & 2 & v 6 @ T T 2ot Paragraph X © Cancel file upload |
D People jownload and printout the course syllabus below. ]

@mmmmm—)  Croose Fie | No file chosen ]
|

\ Folder |

Syllabus 7 course files -~ |

10) Select your syllabus file you wish to upload and cI|ck Open

psu-instructure.com/courses/1923471]assignments/syllabus b3

< 88 0D 2=+ [EPHS123 % th a Q
trodu E

Favorites
Box Sync WH Sp18 - PHS123 Syllabus.docx @ Oct 26, 2017, 4:14 PM Micros...(.docx)

Name Date Created v Kind

C 33 Dropbox
3 PHPS30_...
E5 courses
B pHP
B pHs
[ B3 social Me...
ﬁ Personal...
& iCloud Dri...
-/-\- Applicatio...
[ Desktop

Sy

Options Cancel Open

11) Click Upload button (on the right).
12) Click Update Syllabus button (at the bottom of text editor area).

Course Syllabus Jump to Today Links | Files | Images

Click any file to insert a download link for
that file.

Syllabus Description: E HTML Editor

B /7 UA-B-~-LEZ=z=:=: = ¥ x =i * [ course fles
UA-A-LEEZEEE = =

H- B £ 2 & v o« ® I T 12pt v Paragraph v © Cancel file upload

Download and printout the course syllabus below.
Choose Fie | Sp18 - PH...abus.docx

Sp18 - PHS123 Syllabus.docx Folder
course files ~
—_—

Upload

Cancel Update Syllabus _

* To update or change your course syllabus link, simply delete the syllabus link in text editor and
repeat #6 - #11.
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13) Your syllabus is now uploaded and added to the syllabus page.

— PHS 123 - Introduction to PHS > Syllabus

2178-201718FA
Course Syllabus

Home

Download and printout the course syllabus below.

| Sp18 - PHS123 Syllabus.docx @ |

Discussions

J People

Course Summary:

Syllabus

To learn more about the CANVAS Announcement tool:

e How do I use the Syllabus as an Instructor? (https://community.canvaslms.com/docs/DOC-12831)

Step 2: Publish your CANVAS course

By default, every CANVAS course is unpublished and will NOT be accessible to students. As a course faculty, you
have an ability to publish and un-publish your CANVAS course with a click of a button. By publishing the course,
your CANVAS course will then be accessible to your students. This instruction will show you how to easily
publish your course.

1) Inyour CANVAS course, click Home to open the Home page.
2) Click Publish button under Course Status area on the right.

— PHS 123 - Introduction to PHS > Syllabus

2178- 201718FA

-v 3 _ Introd UCﬁon Course Status
Home = Jump to Today | Edit ° Publish
toP e
. @ Import from Commons
Download and printout the course syllabus below.
Discussions Sp18 - PHS123 Syllabus.docx B & © Choose Home Page
Courses D People

&0 View Course Stream

3) The button Published should turn green. Your CANVAS course is now published.

Course Status

ay | %\ Edit S Unpublish

@ Import from Commons

* #4 - #6 are optional, but highly recommended. Completing #4 - #6 will make the Syllabus page your
CANVAS course’s Home Page. By doing this, students will be able to see the Syllabus page right away
upon accessing your CANVAS course.

4) In the course navigation menu, click Home to open the Home Page.
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5) Click Choose Home Page button on the right.

@ = PHS 123 - Introduction to PHS > Modules

) Em—()

®
Dashboard

Discussions

Courses D People

Calendar Files

2178- 201718FA

& Syllabus Create a new Module
Inbox

Y

View Progress  [ERSIVIES Course Status

@ Publish

@ Import from Commons
e——) © Choose Home Page
|50 View Course Stream

@ Course Setup Checklist
& New Announcement

Coming Up 5] View Calenda
Nothing for the next week

6) Select Syllabus and click Save button.

Choose Home Page X

Select what you'd like to display on the home page.
O Course Activity Stream

O Pages Front Page*

O Course Modules

O Assignments List

(©) syllabus  —

* Front page must be set first

Cancel E

Your CANVAS course’s Home Page is now the Syllabus page. You students will see the syllabus

page when they first open your CANVAS course.

Step 3: Create an Announcement

Once your course syllabus is uploaded and CANVAS course is published, you should instruct your students to

review the course syllabus prior to the class meeting. To enhance course communication, you may consider
using the CANVAS Announcement tool throughout the semester.

1) Inthe course navigation menu, click Announcements to open the Announcements page.

2) Click + Announcement button.

@ = PHS 123 - Introduction to PHS > Announcements

Q 2178-201718FA

Home
Account

.
®

Dashboard

Courses D People

Calendar Files

1
T are no announcements to show

Discussions

PHS CANVAS Presence Guides

Page 5



3) Consider composing your email to your students, type in your email subject in Topic Title area.

4) Type in your announcement message in text editor area.

5) You may choose to attach your course syllabus along with your announcement by using the
Attachment area below text editor.

— PHS 123 - Introduction to PHS > Announcements > Create new

®
Q 2178- 2017187 — /

Account Home

@ _____ 2 -— J—

B 7 YUA-A-LL EE = E E X % =i
Dashboard 5 30 — - .
By BB £ 2 & v o = J T 12t ~ Paragaph v X
Discussions
O People —
Files
Syllabus
P
Attachment Choose File  No file chosen
i Delay posting .
Conferences Options
Users must post before seeing replies
Attendance ) Enable podcast feed
~1 Allow liking

Chat

Library

Resources
Cancel Save
Settings

To learn more about the CANVAS Announcement tool:

What are Announcements? (https://community.canvasims.com/docs/DOC-10736)

More About CANVAS

If you are interested in further uses of CANVAS, please contact

Chulapol Thanomsing
Instructional Designer, Department of Public Health Sciences
cthanoms@phs.psu.edu.

There are also various resources available that you can access at your own convenience.

Live Training (PSU): A complete index of live Canvas training sessions offered by (or in collaboration
with) ITS Training Services
Canvas at Penn State (PSU): The official website for Canvas at Penn State (Canvas.psu.edu)
Canvas Yammer Group (PSU): A Yammer group for the community of Canvas users across Penn State
Canvas Community Home Page (CANVAS): This is Canvas’s central hub for all resources related to using
the Canvas LMS. From this page, access any of the following...

o Getting Started: A pick list of resources for new Canvas users

o Canvas Guides: Text and video tutorials
Instructor Tour (CANVAS): A self-paced video course designed to introduce instructors to Canvas
features
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