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 Beginning-of-term Canvas Checklist
Please review our tips for preparing courses for the upcoming term. This document has checkboxes to help you stay organized; to use this feature, click “File” > “Create a Copy.”
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[bookmark: _Canvas_Shell_Availability]Canvas Shell Availability
Canvas shells for upcoming terms are typically created about a month before the end of the previous semester. Don’t see your shell yet? Expect up to 72-hours between accepting a course offer and getting access to Canvas.  (This reflects the time needed for paperwork and technology systems to sync.)

[bookmark: _Merging_Sections_Option]Merging Sections Option
If you merge sections, follow instructions on the Merging Sections in Canvas page. 
Important:
· Merging must be done before copying/adding any content.
· Pay close attention to extra steps needed to comply with FERPA (privacy) if you merge sections!

[bookmark: _Copying_Canvas_Content]Copying Canvas Content
New instructors can reach out to the Teaching + Learning Center team for help getting started in Canvas. If you’ve been using Canvas, you can copy your past, current, or Sandbox Canvas course into your upcoming term shells. 
Option: Copy content from one LPC shell to another LPC shell
· Open your new Canvas shell.
· Click Settings from the course navigation menu.
· Click Import Course Content from the menu on the right.
· From the drop-down menu, choose “Copy a Canvas Course.”  
· Make sure the box is checked next to "Include completed courses” if copying from a past course.
· Search for the course you want to copy in the text box.
· Choose whether to copy all content or select specific content.... tips to help:
· Click “Adjust events and due dates” to choose whether to “remove dates” completely or “shift dates,” so, something due week 1 in Fall will become due in week 1 in Spring, etc.  (Shifting dates works way better than it used to, so if you’ve been avoiding this it could be worth another try!)
· Do you use TechConnect Zoom? Make sure last semester's Zoom events don't copy to your new students' calendars. When copying your course, you can choose “Select specific content” and un-check "Calendar Events." 
· Do you use the Hypothesis annotation tool? Read Canvas Course Import and Hypothesis for tips. As a reminder, you do not need to install or reinstall the Hypothesis app in your new course; it is already there for you!
· Our timeline for transitioning from Classic Quizzes to New Quizzes continues to be extended.  Good news: you can continue using all your Classic Quizzes and surveys...and can choose whether to build a “Classic” or “New” Quiz when building any new assessments. We are not enabling the option to bulk migrate Classic Quizzes to New Quizzes during the course import process until Canvas resolves lingering issues with equations, images, and question banks.
Need extra help? For more details and screenshots, see the Canvas Guide: How do I use the course import tool? 

Option: Copy content from one college to another.
If you work at multiple colleges, you may wish to use the export/import process.
· First, export your Canvas course.
· Then, import a Canvas course export package to your new shell.
· Reminder: after import, don’t forget to replace any links to your other college with the relevant links for LPC.

[bookmark: _Clean_up_Canvas]Clean up Canvas Shells
Once you’ve copied/imported content, check our clean up tips before publishing.
· Check your home page to make sure content (like your office hours and class info) is accurate for this term.
· Tip: Complybot is great at making really nice home pages! Choose “Verbatim HTML” or “UDL HTML” and copy your current Canvas code to check out a refreshed design.
· See the Canvas Guide: How do I edit announcements? to learn how to delete/edit the date any announcements you copied will appear to students.
· Add your new syllabus to the Syllabus tool and/or replace your old syllabus file/page with your new syllabus.  
· Tip: Complybot can help you get an accessible syllabus word doc and turn your syllabus into UDL-aligned Canvas content!
· Click Modules to make sure content is published or unpublished appropriately. You can edit module settings to unlock on a specific date, set requirements, set pre-requisites, and more!
· Click Assignments to ensure your groups, if used, accurately reflect your grading policy. (Sometimes you’ll get an extra “Imported Assignments” category depending on how you copied content; you may need to delete that category and move assignments into their appropriate categories. See the Canvas Guide: Creating Assignment Groups for more.)
· Check your assignment due dates. Use the bulk due date editor for faster adjustments.
· Click Grades to check your Gradebook settings.  For example, adjusting settings so unpublished assignments don’t show can make your life easier when grading!
· Click Files to check access; delete unused and/or inaccessible files.
· Check for other accessibility issues in Canvas, like alt-text on images and heading order. Two great tools for accessibility remediations are: 
· PopeTech (tool embedded in Canvas that identifies errors and alerts)
· ComplyBot (Wanda’s accessibility AI tool – made with PlayLab. This tool is getting amazing feedback from LPC instructors who are using it to not only improve accessibility, but also redesign their content using Universal Design for Learning principles.)
· Click Settings from the course navigation menu and click “Validate links in Content” to scan for broken links. 
· Check your course navigation menu to make sure you have disabled links students don't need access to.
· If you built your course off the original LPC Model Course Template, please be sure to remove the course navigation link to “Quest.” We recently retired this online learning training course and will reach out with new resources you’re welcome to use to help your students get familiar with Canvas and online learning soon!
· Create any online office hours or appointments you wish to offer for students with TechConnect Zoom.
· Reminder: don’t forget to download any older Zoom recordings you wish to retain before Zoom’s next deletion schedule.
· And finally, don't forget to publish your course by the first day of class!

[bookmark: _Student_access][bookmark: _Student_Access]Student Access
· We’ll send a courtesy email when students are added to your Canvas shells for the first time, typically a couple of weeks before classes begin.
· After the initial sync to Canvas, students will continue to be automatically added to your Canvas shells when they register through MyPortal.
· Students will not see your Canvas shell until:
· the first day of the term AND
· you publish your Canvas course
· Students adding your course during late registration will experience a delay of several hours before seeing your Canvas shell on their Dashboard. Note:
· Our course registration system and Canvas sync several times a day to add new students.
· Students who drop – or who you drop from a course – are pulled out of Canvas in an overnight process.
· [bookmark: _Int_00viBblQ]Please do not manually add students to your Canvas shell; this violates FERPA (privacy) policies and can cause serious technical issues. For example, the student - and any work submitted - may be wiped out the next time Banner and Canvas sync. Students must officially enroll through MyPortal to get access to Canvas and be eligible for credit for taking your course.  
· Please note: many of you have followed the DE Committee’s recommendation to add additional students to your online courses before the term begins. Under the new faculty contract, online courses will automatically include space for 2 more students than their equivalent on campus courses.  You may wish to factor this into your decision about how many students you choose to add over your course cap. 

[bookmark: _Additional_Resources_and]Additional Resources and Reminders
· [bookmark: _Int_McVK4D9j]Please don’t forget to publish your course before the first day of class!
· Check out optional templates (model course, syllabus, welcome letter, course communication plans, home pages, navigating Canvas pages, and more). Please note: many of our template materials are under construction to meet the latest web accessibility standards and will be updated here in the near future.
· If you are teaching online, please send a welcome letter to your students prior to the first day of classes with tips for getting started. 	
· [bookmark: _Int_LMcgBnLD]Note: to email students a welcome letter before the term begins and your Canvas shell is published, please use the emails listed on your roster in My Portal. Canvas Inbox won't work before the term begins/your course is published.
· [bookmark: _Int_wRDwskVI]If you want to learn about upcoming features in Canvas or new tools, come to our workshops and/or check the Canvas Release Notes.  (We’ll send out emails about substantial changes, like the relatively new Discussion Checkpoints!)
· If you experience any significant last-minute changes to your schedule – ie, you lose a class, add a section, or change modality – please reach out for support to your Canvas Admin, Kat King, at kmking@laspositascollege.edu. One-on-one support can help during these transitions!
· And finally, remember you can always access one-on-one support for help with Canvas and related instructional technologies: 
· Connect with our Teaching and Learning Center team.
· Click the Help icon in Canvas to search the Canvas Guides or chat with Canvas Support.
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