CANVAS PLATFORM USER GUIDE

By Professor Ledian Valle Mestre



TABLE OF CONTENTS

1. GENERAL INTRODUCTION......ceessirrveummmmnerresimmmsisssessssssssssssssssssssssssssssssssssassssssssssssssssssssssssssnsssssoses 3
What 18 CANVAS? ... sessasssee s ssssssssese s sssssssss s ssssssss e sesssss e 3
2. ACCESS TO CANVAS......ssiessrseeisiissessssssisssss s sssssssssss s sssssssss s ssssssss s sssssssss s ssssssssssssssssnes 4
About access 10 the PIAtIOTIN ... sessases s s ssessasesesseene 4
CANVAS ETAMEWOTK ...oovvvvoiiiiciiiicriiiiccieiis s ssssssssssssssssssssssssssssssssssssss s sssssssssssssssssssssssssosssssssons 5
3. ACCOUNT ..o sssssssisss s ssssssssss s sssssssss s ssssss s 6
NOTEICATIONS covoooeeie s 7
PLOFIle AN SETUP ...oururvveerrreiirceeiiieceeeiiec i seeiesiesesssssssesssssessesssse s essssse s sessss s s sesssnaees 8
FILES .o 12
4. DASHBOARD ...ttt sssssssssss s ssssssss s ssssssssss s sssssssss s sssssssass s ssssssas s sssens 13
5. COURSES ...t ceeeisssses e seeessssse e sessssss s sssssss s esssss s sseees 14
How do [ 2CCeSS MY COUTSE? ... sesssisesssssssssssssssssssssss s sssssssssssssssssssssnns 16
Where do [ find course activities? ...........corviirrriiiiccsvsisisssssssssssssssssssssssssssssssssssssssssssonss 17
How do [ submit my course activities?..........cccocuuurmuunerreemerieiiesseiisessissssssessssesssssssessssssssessossenas 18
Where do I find discussion fOTUMS? ... sssssssssssssssssssasssssssssnss 21
6. CALENDAR ...t eeeeassseee st sessssssee e ssssssss s ssssssss s 22
7. INBOXoiieiiieseciiisaieessssssssisessssssssss s sssssssss s ssssssss s ssssssss s ssssss s 23
TOOIDAL ... 23
How do T WIite @ MESSAZ?.........civiiriiiccic i ssssesess s 24
How do [ read messages TeCEIVEA? ..............rwmrremmmcreesameresssssssssssssesessssssssessssesssssssessssssssaesessenns 27
How do [ reply t0 @ MeSSAGE?.........ccovvuuurveirriiireiiii i sssssiis s sssssss s sssssanas 28



1. GENERAL INTRODUCTION

What is CANVAS?

It is a learning system management also known as LMS (Learning System Management).

It has state-of-the-art technology and due to the number of features it offers, it is
increasingly being used by prestigious universities around the world.

Among the most outstanding assets it provides, it is significant how easy it is to share
information, debate and interact in real time and form learning communities.

Its interface is very simple and allows integration with more than 200 applications, and
as it is supported by Responsive Technology, it makes the teaching-learning experience
portable. As a result, all courses can be viewed 24 hours a day, 7 days a week on all known
devices.

Moreover, teachers can set up different academic activities for content processing,
collaborative work and assessment.

Similarly, the interaction between teacher and student is reinforced with the use of
communication tools, where the interaction with videoconferences, chats and forums
stands out.

In addition, CANVAS has different functions so that students can set up monitoring and
control over of the courses in which they participate. In this respect, we can mention:

— Course syllabus.

— Taking part in forums.

—  Receive communication about events, news and internal notices.
— Share materials and presentations.

— Send tasks and work as a team with colleagues.

—  Check external information through links to different web pages.
—  Reply to assessments.



2. ACCESS TO CANVAS

About access to the platform

To enter the platform we must follow the following steps:

1. Open the internet browser.
2. Inthe address bar type in the following address:

https://enae.instructure.com/login/canvas

ENAE

Cre

Correo electrénico

Contrasefa

M Permanezca conectado o o
Iniciar sesion
Olvidd | asena?

W Stay signed in
Forgot Password?

< INSTRUCTURE

3. Once on the login page, enter your email and password.




CANVAS Framework
Overview of CANVAS main panels:

—| USER PANEL

INFORMATION
1 DASHBOARD PANEL
COURSE l

| ENAE

Becrn fordiach

This platform provides us with a global navigation menu on the left side of the screen. The menu
gives access to the system main features. Default links include Account, Dashboard, Courses,
Calendar, Inbox, and Help. E

@

Account

Here is an individual introduction to each of these features in the global navigation ment..



3. ACCOUNT

This option allows you to view your information. Click on the Account button and a sub-menu will
expand showing links to access Notifications, Profile, Files, Settings, Global Ads settings. You can

also use the Account link to log out.

E

@

Account

Calendar

@8

Inbox

A2

ALUMNO DE PRUEBA 2
Log out
Notifications
Profile
Files
Settings

QR for Mobile Login

Global announcements

()) Use High Contrast Ul @




Notifications

With this option we can set how often you will receive notifications throughout the course:

L Frequency: The frequency with which you will receive notifications
2. Notification: What type of notification you may receive
3. Selector: You can select from 4 types of frequency
|
Account Notification Settings (1]
n . - ses can b chang curne o these x |

Options that are active are the ones that are selected with a green background colour and
can be changed according to your preference

A Notify immediately
Daily summary
B Weekly summary

4 Notifications off




Profile and Setup

This tool allows you to set up the user profile adding a photo, also personal email, phone number

for notifications as well as adding additional services (Skype, Twitter, LinkedIn and Google Drive).

Profile setting tool.

1. In the user panel we access the account

—t A2

@ ALUMR Alumno

Account

Log out

Notifications

Profile

Files
Settings
QR for Mobile Login

Global announcements

G() Use High Contrast Ul @

2. We click in the "PROFILE"
panel

v

An information screen with
the basic data of our profile
will be displayed.




= ALUMNO DE PRUEBA Z's profile

MNotifications

ALUMNO DE PRUEBA 2 %, Edit profile

| Profile

Settings Contact

QR tor Mabile Login Mo register

add some on the settings page.

Global . 3. To add information click
announcements Biography

on the option "SETTINGS"

ALUMNO DE PRUEBA 2 hasn't added a bio

Links

ALUMNO DE PRUEBA 2 hasn't added any links

In the setup window there is the option to place: a) our photo b) add contact media and
c) external services.

A) Adding our photo.
Click the image that the
system has by default
Notifications
' .
- & ALUMNO DE PRUEBA 2's Settings
ronie
) ALUMNO DE PRUEBA 2
Files Full name:
This name will be used for grading.
Settings _ ALUMNO DE PRUEBA 2
Display name:
QR for Mobile Login People will see this name in discussions, messages and comments.
2, ALUMNO DE PRUEBA
Global Sortable name: _
This name appears in sorted lists,
announcements
Language:  English (United Kingdom)
Time Zone:  Madrid




3. Upload from an

1. Upload an image 2. Take a picture external application

from your PC.

Select profile pic

wlhm a picture || From Gravatar

v

choose a picture

B) Adding services. For example, Twitter.

Other services Authorise Twitter

Twitter access

Click any service below to register: B

Twitter is a service for posting and
subscribing to short messages. If you have a Twitter

account, you can register it here. Then if you allow
@ Skype fellow course/group members to see your registered

:> services, they can easily connect with your Twitter

account.

You can also sign up to have notifications sent to

your Twitter account. These notifications will be

-. Delicious sent as direct messages to yourself from yourself,
and won't appear in your public stream.

m Diigo Authorise Twitter access

10



C) Adding email and phone number

Ways to contact Register communication

Email addresses "
mail Text message

prueba.p@e.enac.es

Email address | |
t Email address IZ>
Other contacts Type

{ Contact method |

Enter your email I ‘

Press to activate
registration

Register communication E]

Email Text message

Maobile number | | :

Network | [Select network] vI

SMS email

Select your telephone
provider |

Enter your phone

To complete the last step in setting up our profile, we return to the option "PROFILE".

Once on the profile screen, click on the three points at the top right. Then click on "EDIT
PROFILE".

11



On that screen, we will activate, in the option "CONTACT", the path that we have selected and then

we must click on "SAVE PROFILE". This information will be public.

— ALUMNO DE PRUEBA 2's profile
Notifications %, Edi fil
h "
ALUMNO DE PRUEBA 2 ol
Profile
Files
Settings Contact
QR for Mobile Login Mo registered services. You can add some on the settings page.
Global
announcements Biography
ALUMNO DE PRUEBA 2 hasn't added a bio
Links
ALUMNO DE PRUEBA 2 hasn't added any links
Files

It works as a document pool. Here you can save what you create during the course:

1. List of folders. The folders that you create will appear hierarchically.

2. To create a new folder select the Folder button and to save a document select the Load button

ALUMNO DE PRUEBA 2 » Files

o 0 items selected
My Files Name o
= 23 Entregas
profile pictures EB Entregas
CURSO DEMO PARA PROFESORES 4
profe pictures

C————— 0%0f52.4 MB used

+ Folder 1 Upload

Modified by Size

12




(8

Dashboard

4. DASHBOARD

The Dashboard appears as the first screen after logging in, we can find three main sections:

1. Notifications: Events and invitations to join courses

Important: You must accept the course invitation

2. Card View: Shows the courses you are enrolled in

3. Tasks to be done: Here are the tasks to be done according to the schedule, as well as the
recently completed tasks

E = You have been invited to join History of Civilization as a student EN AE
= Bl o oD

e —_—
! Dashboard i oo
m Mozhing for row
Dashboard
SKILLS FOR INTERNATIONAL BU.
s for International Busines " Cane pricoco Final
o
 Foro de dudss del Curso
.
View Grades
= INSTRUCTURE Privacy policy  Acceptable Uie Policy Faccbook  Twitter

13



Courses

5. COURSES

Courses option shows the list of courses you are registered for:

Courses @ ; E N A

BUSINESS —
CURSO DEMO PARA PROFESORES
To-do
All courses Nothing for now
Recent feedback

Welcome to your courses! To customise the

~  Examen Final Curso [en el caso
de que hubiera. examen online
{no titulo oficial)

list of courses, click on the “all Courses” link
and star the courses to display.

5 out of 10
~* Caso prictico Final

5 out of 10
~ Foro de dudas del Curso
lo-:m:.-vf 10
~" Caso Prictico/Ejercicio. etc 1

(Si e profesor lo cree
conveniente poner... No s

Acces to all the courses you
are enrolled in

14



E All courses

Course Nickname Term Enrolled as Published
B BUSINESS STRATEGIES Student Yes
b ® SKILLS FOR INTERMATIONAL BUSINESS | Student Yes

T
E
g
=

o it ®

iG

All the courses you are
enrolled in

E All courses

Course Nickname Term Enrolled as Published
¥r W BUSINESS STRATEGIES Student Yes
B SKILLS FOR INTERMNATIONAL BUSINESS | Student Yes

Course you'll see on the
dashboard.

15



How do [ access my course?

There are two ways to access your course, through the Dashboard or through Course, those options

were already mentioned above.

After selecting either of these options, the system will take you to the course content section.

After logging in to your course the Home Page will be shown. It is divided into 4 sections:

1. Course navigation menu: includes links that help the user to easily reach specific locations

in the course.

2. Content area: this is the window through which the student has access to the content of

your course.
3. Sidebar: The sidebar includes additional options to the navigation menu
4. To Do: Shows the tasks that need to be done

E = Estrategias > Modules

0 | Home Collapse all = <0 Export Course Content
Modules
Syllabus
Assignments » MODULE 0 | TERMS AND CONDITIONS - SUPPORT AND ASSISTANCE .

Collaborations
Online Campus. Terms and conditions

Quizzes
Zoom [ Technical support and assistance
Discussions
' CANVAS. Guide for Students

Grades
Announcements & iComo visualizar las grabaciones de las videoconferencias .pdf
Chat

1 Download the App!
Peaple

|45 View Course Stream

[5] View Course Calendar

L) View Course Notifications
To-do o
Nothing for now

Recent feedback

Nothing for now
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Where do I find course activities?

To access the activities that make up your course, you must select the option Tasks. The list of
activities will be listed, ordered by delivery date [1], with the closest one appearing first [2]:

= Estrategias > Assignments

ot siich for Sisgiient ER TN sHOW BY TYPE

Modules

Syllabus

* Overdue assignmen
IAssisnmems o o = .

Collaborations 7, Exercise.Unit1

= Due210ctat2359 | -/10pts
Quizzes
Zoom & Forum - Week 2. Business Strategies

Due 25 Oct 3t 2359 | -/10pts

Discussions

m,  Exercise. Unit 2
Cieades S pueztocatzase 10 pts
Announcements

m,  Final case study
Chat = Due19Novat 2359 10 pts
Peaple

To view activities ordered by type you can select the "Show by type” button [3] and they will be
shown on the screen:

Home earchforssigpment SHOW BY DATE

Modules
s * SELF ASSESSMENT - Business Strategies % of vt
Assignments
Self = Unit 1.1 duction and overview of Strategic Process for Going International

e d Due 18 Oct 31 2359 | /10 pts
Quizzes

« SeM - Unit 2. Developing the Strategy: seg: and p "
Zoom " Due250ct2t2359 | /108t
Discussions

« Sei t - Unit 3. Developing the Strategy: marketing plan
Grades T Due280ctat2399 | /10ps

Announcements

Chax * FINAL CASE - Business Strategies 20% of total

People
m, Final Practical Case
=

Due 5 Now 3t 2359 W0pts

* PARTICIPATION - Business Strategies 10% of total

m, Exercise.Unit1
= Dwe210ctat 2359 | -/10pt

17




To enter a task [4], select the name and the system will take you to the description,
instructions and delivery method:

* FINAL CASE - Business Strategies 20% of total

=, Final Practical Case
~  Due 5 Novat y | -1

How do [ submit my course activities?

To submit activities you must go to the Tasks section and select the name of the activity you want
to do. You will then see the screen with instructions for the activity, delivery method and the
heading. Here you must select the Submit Task button:

Safety in Science - Symbols

(Peer Reviews)

Due Tuesday by 11:59pm Points 25
Submitting a text entry box or a file upload File Types docx and pdf
Available Mar 3 at 12am - Mar 18 at 11:59pm 16 days

Review the Lab Safety - Symbols reading assignment in CK-12 and complete
the attached worksheet.

Delivery Method section will be shown, and the File Upload option will be displayed. To upload
your activity you must select the Select File button [1].

18



File upload

Upload a file, or choose a file you've already uploaded.

File: [ Seleccionar archivo | Ningn archivo seleccionado

Add another file o

Cancel Submit assignment

Your computer file explorer will show up, select your task file:

File namee: Tods ks archives (*.7]

Open | Cancel

To check if your file was uploaded, the name must appear next to the Select File button [2]. To
complete the action, select the Submit Task button [3].

19



File upload

Upload a file, or choose a file you've already uploaded.

File: Seleccionar archivo | Plantilla Pow...plate (3).pptx e

Add another file

o
comments...

Cancel Submit assignment e

The system will display a Delivery message [4] on the right side of the screen

Safety in S.;aence - Symbols Submission
(Peer Reviews) + Submitted!

16 Nov at 16:57

Submission details

Due Tuesdayby11:59pm  Points 25 Downlgad s Normas de vso cel
Submitting atextentryboxorafileupload  File Types docx and pdf S A —

Available Mar 3 at 12am - Mar 18 at 11:59pm 16 days Grade: 5 (10 pts possible)
Graded anonymously: no

Comments:

Review the Lab Safety - Symbols reading assignment in CK-12 and complete AT

the attached worksheet.

20



Where do I find discussion forums?

Discussion forums are spaces for debate created to promote collaboration and participation
between all group members in an open way.

1. To enter the list of forums, you must select the menu option Discussion

2. The system will display the list of forums created for your course, the discussions are
sorted by most recent activity

3. The green icon indicates whether the discussion is qualified or not

4. The name of the discussion and the date when the last reply to the discussion was posted
are indicated

5. The expiry date of the discussion (if applicable)
6. The number of unread/total posts in the discussion

7. An unread icon next to a discussion indicates an unread discussion

— CURSO > Discussions

Home Al v | Search by title or author... Q by

Announcements
Assignments [ - Discussions Ordered by Recent Activity
Discussions Course Introductions e c 5 N
B [E5 Last post at Oct 25, 2019
Courses  Grades 0 . © 0uerug23 20193t 11:59m
People
Pages o Revolutionary War - Group 1 o [ ]
=2 Due Sep 20,2019 at 11:59pm
Files
Syllabus Revolution Topic Discussion
[ ] All Sections
Quizzes o
TodoNov 1,2019at 11:59pm
Modules
Conferences [ - Declaration of Independence Topic Disc... A |
4 Due Nov 5, 2019 at 11:59pm

Collaborations

21




Calendar

6. CALENDAR

The Calendar is a great way to see everything you need to do on all your courses in one

place. You can view the events on the calendar by day, week, month or agenda list:

1. Navigation bar: You can choose to view the calendar in Week, Month or Agenda view

2. Calendar window: The view you choose determines how the window is laid out. By

default, the calendar is displayed in Month view

3. Sidebar: Displays a quick view calendar, your course and group list, as well as undated

items for your courses and groups

Today +  Qctober 2020 o Week [EEECTNN  Agenda
MON TUE WED THU FRI SAT SUN
28 29 30 1 2 3 4
5 ] 7 8 9 10 11
12 13 14 15 16 17 18
= 19:30 53 Seif-
BUSINESS assessment - Unit
STRATEGIES -1st 1. Introduction and
Videoconference overview of
Strategic Process
for Going
International
19 20 21 22 23 24 25
0 g0 g5
BUSINESS Videoconference - assessment - Unit
STRATEGIES-2nd BUSINESS 2. Developing the
videoconference STRATEGIES Strategy:
| segmentation and
positioning

< October 2020 >

28 29 30 1 2 3 4
5 6 7 B 9 10 11
12 13 [14]15 16 17 [18]
[i7] 20 [21] 22 [23] 24 [25]
26 27 [28] 29 [30]31 1

= CALENDARS
ALUMNO PRUEBA
B BUSINESS STRATEGIES
CURSO_ELABORACION DE
MODELOS DE GESTION Y TOMA DE
DECISIONES ECONOMICO-
FINANCIERAS CON EXCEL
MASTER EN MARKETING
DIGITAL
MASTER INTERNATIONAL
TRADE

TRANSFORMACION DIGITAL- MK

22
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Inbox

7. INBOX

The Inbox is the section where you can send, receive and check messages between the different
people enrolled in a specific course. This option works in a similar way to an e-mail.

G 4

Inbox

If the Inbox icon includes a number, it indicates how many unread messages you have left to

deal with. Once you read the new messages, the indicator will disappear.

When you enter your Tray, several items will appear, as described below.

Toolbar

The toolbar includes several message options:
1. Toload conversations, you can filter your messages by course or group

2. Filter by type allows you to filter messages by Received, Unread, Featured, Sent, Archived
and Comments

3. You can write a message at any time using the message icons

4. You can search for conversations sent to a particular user

- Bandeja de entrads ¥ . .

Each message button is described individually below:

& €y “« T o1 v

X, ] s

23



A. This button allows the user to write new messages

B. Allows you to reply to a message to the person who originally sent it to you
C. You can reply to the message to all the recipients

D. You can delete the message

Important: If yoy delete a message, it will be permanently deleted

How do I write a message?

In the user panel we choose the inbox and we select write a new message.

E All courses * | Inbox v

Yesterday n

. JUSTO JOSE VELA RODENAS, ...
Select “NEW MESSAGE”.

Grabaciones disponibles

Buenos dias: Me acaban de decir qu..

Saturday

O M? José Cuenca , ALUMNO PR...

Grabacidn sesion viernes 11 de...

Buenos dias. Ya esta subida la grabac...

Wednesday \ n
ALLIL A OOLIE

(O AnaMartinez
curso e{ Access to the INBOX
(Create meel
Wednesday n

O Ana Martinez, ALUMNO PRUE...

=)

24




When you select it, the following screen will be displayed:

Compose message

o Course Select course -

o Send an individual message to each recipient

To add a user, you can search for the user in the To field

[1] or you can use the Course Roster [2]

(6
Cancel

1. Select your course name: we can select the recipients in each of the courses in which we

take part.

2. Select the person you want to send your message to. First you must select the role of the
person (Student, Teacher...), and the system will show the list from which you can select

the recipient:

25



Compose message

Course Select course -

Q Panel para la introduccién de

/— la direccién del contacto

To

Subject

Send an individual message to each recipient

Compose message

Course BUSINESS STRATEGIES

Acceso a la libreta
de contactos,

=

To

Teaching assistants

Students

.

3. The option Subject allows us to put a title to our message. For easy operation of the

platform on all devices, it is recommended to use short topic titles..

4. The option Send an individual message to each recipient allows you to send the

messages separately to the recipients. If you want the message to be shown as individual,

check the box, or, you can leave it off so that the message is shown as a mass message.

5. You can attach documents (Word, PDE, Ppt, etc. or any multimedia file

6. Select Send when ready

26



How do I read messages received?

The Inbox is arranged from the newest message to the oldest, with the most recent conversations
appearing at the top and the oldest at the bottom..

To read your incoming messages, go to the message list in the left hand panel and click on the name
of the message you wish to read.

All courses - Inbox v

Yesterday n
@ Doug Roberts, Emily Boone
Assignment

You can manually mark a conversation as read or unread [1] by clicking on the circle to the left of
the conversation

To mark a conversation as a favourite [2], move the cursor over the conversation and click on the
star to the right of the conversation:

All courses - Inbox v

Yesterday

o @ Doug Roberts, Emily Boone

Assignment 'i}-\?' o

27



How do [ reply to a message?

To reply to a message, simply click on the name of the conversation [1], then activate the right
panel where the body of the message is displayed [2] and select the Reply or Reply to all button.
(3]

All Courses *  inbox Z | S % W =
Assignment = O -
Emily Boone, Doug Roberts.
Office Hours _a Doug Roberts, Emily Boone
My off o =,

&8 History 101

Please review this assignment.
13 o [
Doug Roberts, Emily Boone

Assignment

When you select a conversation, all the messages in the conversation thread appear in the right
panel of the Inbox.

Within each conversation, you can reply, reply to all, forward, or delete the entire conversation
thread. To select multiple messages such as file, delete, mark as read, mark as unread, or mark as
favorite, click the checkbox for each message [1] and select the desired option. [2]

) ‘ ‘
«8 : Office Hours
Emaly Boone. Doug Roberts.
Office Hours ﬂ Doug Roberts, Jessica Doe, Emily Boone
o My off ; ¢ { @8 History 101
My office hours are listed in the course Calendar and you can reserve an appointment there.

@ Emily Boone, Doug Roberts
Homework Assignment a Emily Boone, Doug Roberts, Jessica Doe

Do you have ofhce hours?

@ Doug Roberts, Emily Boone

28



For more information on using Canvas you can consult the Canvas Table of
Contents Student Guide at the following link:

https://community.canvaslms.com/t5/Student-Guide/tkb-p/student
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