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Canvas - Access & Log in
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Canvas Website (canvas.ubc.ca) Canvas Mobile App



Interface

Sidebar
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Locating Course
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Course Settings
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● Course details (e.g. start 

date, time zone, etc.)

● Navigation sections (e.g. 

Modules, Quizzes, 

Discussions, etc.)

● Add external apps (e.g. 

Twitter, YouTube, etc.)

● Etc.



● Course details (e.g. start 

date, time zone, etc.)

● Navigation sections 
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Course Settings

Enable a 

navigation 

section

Invisible to students

Visible to students



Announcements 

& Notifications
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● Course messages

● Reminder (e.g. 

assignment due dates, 

quizzes, exams, etc.)

● Students will be noticed 

by the Canvas email



Add a new 

announcement
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Add a new 

announcement
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Input announcement 

content

Input announcement title



Add a new 

announcement

Publish the 

announcement
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Notifications: 

Canvas Email

● Announcements

● Due dates

● Direct messages

● Assignment changes

● Grades

● Etc.

Select the course, student groups, or a specific student

Note:
● The email within Canvas should 

have been linked to your 

commonly used email box (e.g. 

ubc email, gmail, etc.).

● You will be notified by your 

personal/work email as well



Course Modules
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● Course content

● Lecture slides

● Assignments

● Student resources (e.g. 

readings, useful links, 

etc.)



Add Modules
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Add Modules

● Course content

● Lecture slides

● Assignments

● Student resources (e.g. 

readings, useful links, 

etc.)

Input module name

Prerequisite: e.g. students have to 

finish Module 1 in order to unlock 

Module 2

Empty Module
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Add Modules

● Course content

● Lecture slides

● Assignments

● Student resources (e.g. 

readings, useful links, 

etc.)

Add content to the empty module

● Upload files (e.g. lecture slides)

● Link to an assignment, a quiz, or a discussion topic

● Link to course readings for this module
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Collaborate Ultra 

& Zoom
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● Live lectures

● Group work

● Virtual office hours

● TA - Q&A sessions

● Etc.



Collaborate Ultra

21



Interface

(1) Session Menu

(2) Collaborate 
Panel

(3) Bottom Panel

(1)

(2)(3)
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Interface

Open Session Menu
• Recording
• Report an issue
• Help
• Leave session

Session Name

Recording (Moderator Only)
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Interface

Collaborate Panel
• Chat
• Attendees
• Share Content
• Settings

People may ask 
questions in the 
chatting room 
during the Q&A 
session.
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Interface

Collaborate Panel
• Chat
• Attendees
• Share Content
• Settings

Students may 
raise hands to 
ask questions.
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Interface

Collaborate Panel
• Chat
• Attendees

• Raise hands
• Share Content
• Settings

Students may 
raise hands to 
ask questions.
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Interface

Collaborate Panel
• Chat
• Attendees
• Share Content
• Settings
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Interface

Collaborate Panel
• Chat
• Attendees
• Share Content

• Text
• Shape
• Pointer
• Eraser

• Settings
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Interface

Collaborate Panel
• Chat
• Attendees
• Share Content

• Share Files
• Settings

Upload the slides
• People can highlight 

points in the slides
• Could be helpful 

in Q&A
• You can erase 

everything with 
the eraser

• Size limit: 60 MB/file
• Total limit :125 MB
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Interface

Collaborate Panel
• Chat
• Attendees
• Share Content

• Screen or 
Web Tab

• Settings
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Interface

Collaborate Panel
• Chat
• Attendees
• Share Content

• Polling
• Settings

Simple questions
• In-class activities
• Get feedback from 

attendees

Note: complex 
polling questions 
should be created 
in slides.
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Interface

Collaborate Panel
• Chat
• Attendees
• Share Content

• Breakout 
groups

• Settings

Group discussion & Teamwork
• No recordings in breakout groups
• May need to join the discussions 

in different groups
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Interface

Collaborate Panel
• Chat
• Attendees
• Share Content
• Settings

• Profile
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Interface

Collaborate Panel
• Chat
• Attendees
• Share Content
• Settings

• Participant 
permissions
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Interface

Bottom Panel
• Status
• Audio
• Video
• Raise Hands
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Interface

Bottom Panel
• Status

• Feedback
• Audio
• Video
• Raise Hands

Instant feedback 
from attendees
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Interface

Bottom Panel
• Status

• Feedback
• Audio
• Video
• Raise Hands

Another way to 
get the response 
from attendees
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A few things to note:

Upload the slides to “Share Content” □  “Share Files”
• May be better than sharing the screen
• Deactivate the participants’ access to draw on files during the presentation
• Allow participants to draw on files during the Q&A session

There could be a bandwidth limit for the Collaborate Ultra session
• Sharing videos using “Share Screen” may not work sometimes
• If you need to integrate videos in the presentation, then you could upload the 

videos to “Share Files” first
• The system might crash if the internet connection is poor
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A few things to note:

Engaging attendees
• Get feedback from attendees

• Use the feedback from the bottom panel
• Status □  agree/disagree

• Use polling questions
• Share Content
• Embed the questions in slides

• Breakout groups
• May need to lead the discussion
• May need to summarize major points in the main room

• Allow attendees to draw on the whiteboard
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Helpful Links for Collaborate Ultra

Get started with Collaborate Ultra
• https://help.blackboard.com/Collaborate/Ultra/Moderator/Get_Started

Moderate & Teaching with Collaborate Sessions
• https://wiki.umbc.edu/pages/viewpage.action?pageId=96536422
• How to create a poll?
• How to randomly assign breakout groups?
• How to save files from breakout groups?
• How to share content with all breakout groups?
• Etc.

40

https://help.blackboard.com/Collaborate/Ultra/Moderator/Get_Started
https://wiki.umbc.edu/pages/viewpage.action?pageId=96536422
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Discussion
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[1] Filter discussions [2] Search for a specific discussion [4] Add a new 

discussion

[3]Click on the OPTION icon to control each discussion

Pin/unpin this discussion on the top 

Move To: reorder discussions

43

Copy To: Copy the discussion to another course

Delete: Delete this discussion

Global Setting 

of Discussions



To view discussion details and replies, click on the name of the discussion.

← [4] Click on Edit to change 

content/settings

● Published: student can 

access this discussion

● Unpublished: this discussion 

isn’t visible to students

[1]
Filter [2] View
unread deleted
replies replies

44

[3] collapse and 

expand all 

discussion replies

View/Edit an 

existing discussion



[1] Enter title

[2] Enter description

[3] Choose which sections can access this discussion (if you 

have seperate sections)

← [4] Upload files. Files will appear in the 

inserting panel and can be reused

← [5] Options:

● Allow threaded replies: Allow nesting responses

● Users must post before seeing replies: Restrict access

● Graded:Turn this discussion into an mandatory assignment

● Allow liking: Allow students to like discussion replies

● Add to student to-do: The ungraded discussion will be added to calendar of 

students. (Graded discussion will be added automatically )

← [6] Make your discussion available during a specific date range

● Will always be available when leave them in blanks

Setting of a 

Discussion

[2.1] Content selector

45



Assignments
● Assignment

● Discussion

● Quiz
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[4] Add a new 

assignment

[3] Add a new 

assignment 

group← [1] An assignment group

← [2] An assignment

← [5] A graded discussion
Click on the icon to control

individual assignment [7]

Global Setting 

of Assignments

47← [6] A quiz



To view assignment details and submission status, click on the name of the assignment.

[2] Click on Edit to edit

[4] Availability dates
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[3] Due Date

View/Edit an Existing

Assignment

Create an Assignment



Setting of an Assignment

[1] Enter title

[2] Enter description

[2.1] Content selector

[3]Points

49

[4]Assignment group (if desired)

[5]Grade display



1 Online: submit their assignments via Canvas.

2 On Paper: submit an assignment in person

3 External Tool: submit an assignment using embedded external apps

Submission Types

[1.1] Text Entry: submit directly in the Rich 

Content Editor embedded in the Canvas.

[1.2] File Uploads: upload a file.

● You can restrict file types by 

entering file extensions.

● i.e. doc, pdf, txt

[3.1] Click on Find to view available external tools

[3.2] A list of 

available external 

tools in Canvas
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[1] Limit submission attempts for the 

assignment(For Online Submission)

2 Set as a group assignment(only 

requires one submission from the group)

3 Require students review each other's 

work(For Online Submission)

[3.1] Assign peer reviews manually

[3.2] Automatically: Canvas can assign 

peer reviews randomly

[3.3]Assign Anonymous Peer Reviews

Submission Attempts & 

Peer Review Options

51



Edit Due and Availability Dates 

in individual assignment
[1] Assign the assignment to everyone/ an 

individual student or course section

2 Due: Create due date. Students can still submit after due date.

3 Availability dates: Students can’t access the assignment beyond 

the availability date range

Bulk update due dates 

and availability dates

A new assignment is created!

52



Allows you to bulk update due dates and availability date

Shift dates forward by a number 

of days or remove due and 

availability dates

Bulk update due dates and availability dates

53



Global Setting of Quizzes
[2]Option 

Menu

[1] Add a new Quiz →

54

[3] Manage Question Banks

● Question Bank: A bank to store 

all your created quizzes

To view quiz details and submission status, click on the name of the quiz.



Create a Quiz

[1] Add a 

new quiz

55



Setting of a Quiz

56

[2] Enter title

[3] Enter description

[3.1] Content selector

[1] Details tab of the quiz

[5] Categorize the quiz into the 

proper Assignment group.

[4] Quiz Types:

● Practice Quiz: not graded

● Graded Survey: Students will receive the grade after completing

● Ungraded Survey: Students won’t be graded



1 Shuffle Answers: can shuffle (randomize) answers

2 Time Limit: Timed quizzes do not pause if the student 

navigates away from the quiz after beginning the quiz

3 Allow students to have multiple attempts

● Have options to keep the Highest/Latest/Average of attempts

57

4 Allow students to see their scoring (Correct answers are hidden)

[4.1] Allow students to see their scoring after their last attempt (Correct answers are hidden)

[4.2] Allow students to see their scoring only once after each attempt (Correct answers are hidden)

5 Allow students to see their scoring and correct answers

4 Show correct answers to students at the designated Show 

Correct Answer time

● leave date for Hide Correct Answers at in blank if you 

don’t want to hide answers after a specific date



[1]

[2]

Add Questions to a Quiz

[4]Types of quiz questions[3]Name

[5]Points of the question

58



[1] What you want to ask

Add Questions to a Quiz

[2] Correct Answers marked green

answer and/or at the end of the question
59

[3] Alternative Answers marked red

[4] Text for the answer comments under each

Student view of the question:



View Questions
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Grading
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View Grade Book

63

[1]Global Sorting Options

● Search: allows you to find an individual student

[2] Name of students 

[3]Assignment data



Set Late Policy

[1]Missing Submission Policy: Automatically apply a grade for missing 

submissions

64

[2] Late Submission policy: Apply a defined penalty.

● Lowest possible grade percent: a threshold score regardless of how late 

the submission is when submitted.



SpeedGrader
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Sort by: Grade high to low/ low to high/ missing/ late

SpeedGrader: All values for an assignment are loaded and saved in the browser 

Enter grades as: points/ percentage



Student assignment

Grading

Download the 

uploaded file

Navigate to the next student

Avg. and reaming 

ungraded students

Back to the 

gradebook

66

Feedback & 

comments



: Missing submission after available dates

: Late submission

: No submission

: Need to be graded
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Resources

● CANVAS 101 Tutorial: https://lthub.ubc.ca/guides/canvas/

● CANVAS Instructor Guide:https://guides.instructure.com/m/4152

○ Discussion: https://guides.instructure.com/m/4152/c/23845

○ Assignments: https://guides.instructure.com/m/4152/c/23831

○ Quizzes: https://guides.instructure.com/m/4152/c/23861

○ Grade: https://guides.instructure.com/m/4152/c/287688

○ SpeedGrader: https://guides.instructure.com/m/4152/c/23867

● Thrive 5: https://wellbeing.ubc.ca/thrive-5

● UBC Wiki: https://lthub.ubc.ca/guides/ubc-wiki/

● Resources for Teaching Assistants: 

https://ctlt.ubc.ca/resources/teaching/teaching-assistants/

68
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