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Content Delivery Files



Post, share, and view course files in multiple formats. Student groups also share a collaborative files section. All Canvas users each have a personal files section.



Modules



Organize your content by topic, session or week. Manage the flow of your course with prerequisites and track students through sequenced activities.



Further Information http://courseworks.columbia.edu [email protected] Service Desk: (212) 854-1919



Faculty Training, Workshops and Walk-in Support: http://ctl.columbia.edu/ Support Documentation: http://bit.ly/ctl-kb 204 Butler Library; (212) 854-1692



Pages



Create easy web pages with text, video, links and embedded content from the web. Enable student collaborations with pages that students can edit. Track student contributions with the page history over time.



CourseWorks@Columbia



CourseWorks@Columbia Upgrade to Canvas: Fall 2016



Getting Started Using CourseWorks to Manage Your Classes



Syllabus



Assessment & Grading Assignments



Post, collect, and grade student assignments online. Additional features include group submission and peer review.



Grades



Manage student progress online, assign and view numeric or letter grades, and post grades for individual students.



Quizzes Create, deliver and grade quizzes, and give feedback to students online. Un-graded surveys may be used to poll students. Additional features include integration with the gradebook and assigning quizzes to established course sections.



SpeedGrader



Upload your syllabus introductory material, such as course summary, outline, description, objects, and course expectations.



View and grade student assignment submissions in one place using a simple point scale or rubrics. Assignments can be marked up for feedback directly within the submission. Provide feedback to your students with text or media comments.



Communication Announcements



Publish and distribute announcements to students with attachments, on the course site and via inbox.



Calendar



photo courtesy of SEAS



View and create activities in your course as well as events and personal reminders. Schedule appointments with your students using the scheduler.



Columbia’s Upgraded Learning Management System Helps You With:



Inbox



Send messages to your students. Include attachments, and record audio and video messages. Students may choose how they receive these messages.



Photo Roster Identify your students by photo and name in advance.



Interactive Learning Toolbox Collaborations Canvas allows multiple users to work together on the same document at the same time.



Conferences Conduct virtual lectures, office hours, and student group meetings.



Delegate Access to TA or SA Provide teaching and staff assistants with full or partial access to editing and uploading content.



Discussions Create forums for class or group discussions.



Contributors Michelle Hall, Ellen Maleszewski, Paul Stengel CTL Parixit Davé, Krystina Casolino, Doug Ward, Charles Woods, Maneesha Aggarwal CUIT Eleanor Templeton, Jason Lawrence Strategic Communications



Content Delivery Communication Interactive Learning Assessment & Grading Collaboration



Collaboration “Education is the most powerful weapon which you can use to change the world.” - Nelson Mandela



Project Sites



Administrative project/collaboration sites remain hosted in Sakai-based CourseWorks. To request an administrative collaboration site, email [email protected].



Settings Getting Started Tools - Recommended Modules, Syllabus, Inbox, and Roster



Ordering and Hiding Items in the Navigation Drag and drop items to reorder them or hide them from student view.



Student View See how your students view assignments, discussion, quizzes and other areas of Canvas.



Posting Your Textbook and Syllabus Information Posting textbook information to CourseWorks is an important piece of many conditions Columbia must meet for students to continue to receive federal Financial Aid. To satisfy the legal requirement, it is critical that you provide your textbook information by the time registration opens for the next upcoming semester; even if you do not have a textbook, it is important to confirm in CourseWorks. The University also encourages you to post syllabus information to help students make informed registration decisions.



Opening Your Course Site 1. Log in to https://courseworks.columbia.edu with your UNI and password 2. Click “Next Semester” for your upcoming courses 3. Click on the course number for the course for which you need to enter Textbook and Sylllabus information. (Once you have clicked on a Canvas course, you can access all your Canvas course sites by clicking “Courses” at the top of the page.)



1. Click “Textbook” on the left. 2. Click on the “add textbook” button at the top of Textbook screen. • If you have the book’s ISBN, enter it and click “Get Book Info.” Then, Click “Add as Required” or “Add as Recommended.” • For items without an ISBN, click on the “No ISBN” option and enter the information requested. • If you do not require or recommend that students purchase any textbooks for a course, select the “No Textbook” checkbox.



Posting Syllabus Information 1. Click “Syllabus” on the left. 2. Edit the Syllabus description. For a guide to editing the description, go to: https://community.canvaslms.com/docs/DOC-1862 3. Your Syllabus will appear on both CourseWorks and Vergil.



People



Modules



See all the users enrolled in your course. Add a new user by UNI and manage roles, sections, and groups.



Groups



1. Open Modules and click “Add Module.” 2. Type a name in the “Module Name” field. Topic, session or week are possible name types. 3. Set date and prerequisites if applicable. 4. Click “add module.” 5. Once a module is added, click the “+” icon to add an item to the module. 6. Select an item from the many Canvas tools, such as Assignments, Quizzes, Files, Discussions, Links, Pages, etc.



Like a smaller version of your course, groups may be used as a collaborative tool where students can self-join or be manually added to work together on projects and assignments.



Guest Access Add non-Columbia guests to a course using their email. Guests should not be allowed to view student’s sensitive information, in accordance with FERPA regulations.



Use the calendar to organize and display all of your course’s events, such as lectures, exams, office hours, and assignment deadlines. You can include reading and learning objectives for the session in the event’s description. Calendar allows students to see events by week, month or agenda. Students can import an iCal feed of their calendars into Google Calendar, iCal, Outlook, etc. HELPFUL TIP: Step-by-step Calendar instructions with screenshots can be viewed at: http://bit.ly/ctl-kb



Posting Textbook Information



People, Groups, & Sections



Using the Calendar



Bulk File Upload You can bulk upload files by dragging and dropping files into Canvas from your computer. Upload folders and maintain file structure by zipping your files, uploading the zip file and expanding when prompted.



Scheduler A quick and easy way to manage your office hours and student appointments. With the scheduler, manage student appointments online through your calendar. Set your days, your hours, and the length of the appointments for one or more courses. HELPFUL TIP: View step-by-step Scheduler instructions at: http://bit.ly/ctl-kb



HELPFUL TIP: Step-by-step instructions with screenshots for Modules can be viewed at: http://bit.ly/ctl-kb



Sections Subdivide students within a course and offer section-specific options.



Importing A Course From Another Site



Manage Access Set Visibility Establishes your site’s visibility online with the following options: • Publish and unpublish instantly or by date. • Make your syllabus publicly visible. • Make your course publicly visible (student data private) • Make your course visible to authenticated users. Great for Add/Drop periods.



Allows faculty to copy (or import) content from another Canvas site into the current term’s site. Determine what you wish to copy into your new site and follow these steps:



Checklist • Review the content in advance of importing. • Determine what you will need to update in the new course site. • Assignment and Module due dates must always be updated. HELPFUL TIP: We recommend you refer to the complete step-by-step guide for importing your course, with screenshots, at: http://bit.ly/ctl-kb



Quick Start & Questions Our Quick Start Guide and Knowledge Base for Canvas CourseWorks can be accessed or downloaded at: http://bit.ly/ctl-kb Canvas also provides a detailed instructor guide: http://bit.ly/ctl-cig If you have questions, email us at: courseworks@columbia. edu
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