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Before you start

This manual is for teachers who use Canvas with their students: announcements, lesson content,
assignments, quizzes, discussions and grading.

How to read the pictures: a red box = the button to click or the box to fill in. The numbers 1  2
3  = the order to do things, matching the numbers in the text.

Setting up a new course, in this order:

1. Upload files and write pages (chapters 3, 5)
2. Create a module for each week (chapter 4)
3. Create assignments, quizzes and discussions (chapters 6–8)
4. Check everything with View as Student (chapter 11)
5. Send a welcome announcement (chapter 2)
6. Grade every week (chapter 9)

Publish matters: anything new stays hidden from students until you click Publish (the icon turns
green).
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1 Signing in and the Canvas home page

1.1 Open canvas.laoedtech.com. Enter the email or username 1  and password 2  your school
gave you, then click Continue 3 .

Tip: The same password works on the website and in the Canvas Teacher phone app.
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1.2 The Dashboard shows a card for every course you teach. Click a course card 1  to open that
course. On the blue bar on the left: Courses (all your courses) 2  and Inbox (messages) 3 .
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1.3 Inside a course, the course menu is on the left 1 : Announcements, Assignments, Pages, Files,
Quizzes, Modules and more. The View as Student button 2  shows the course the way students
see it.

Tip: Menu items with a crossed-out eye are hidden from students.

LaoEdTech Canvas · Teacher Manual 5 / 35



2 Announcements

Send news to the whole class: no school tomorrow, a due date, an upcoming test. Students get a
notification in the app.

2.1 In the course, click Announcements, then click + Add Announcement.
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2.2 Enter a title 1  and the message 2 , then click Publish 3 .

2.3 Want it to appear later? Set a date and time in Available from 1  before you click Publish.

Tip: Tick Allow Participants to Comment if students may reply.
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2.4 The announcement is published and every student in the course sees it straight away.
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3 Pages and the course home page

Use Pages for lesson notes, explanations and video links. Any page can be set as the course home
page.

3.1 Click Pages, then click + Page.
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3.2 Type a page title 1  and write the content in the editor 2  — use the toolbar for headings, lists
and links. Then click Save 3 .

Tip: The editor has no image button on this system yet. To share a picture, upload it as a file (chapter 5)
or contact LaoEdTech.
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3.3 A saved page is not published yet. Click Publish 1  so students can see it.

3.4 Set the course home page: on Home, click Choose Home Page. Pick Pages Front Page 1  (a
page you choose), then click Save 2 .

Tip: Or pick Course Modules so students land on the list of lessons.
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4 Modules

Modules organise the course by week or unit: pages, files, assignments and quizzes in one place, in
order.

4.1 Click Modules. The + Module button 1  creates a new module; the + button 2  on a module's
row adds content to it.
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4.2 Click + Module. Type a name such as Week 3 1 , then click Add Module 2 .

4.3 Click + on the module's row. Choose the type, such as Page, Assignment, Quiz or File 1 , choose
the item, then click Add Item 2 .

Tip: Choose [ Create Page ] or [ Create Assignment ] to make a new one right here.
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4.4 A new module is unpublished (crossed-out circle icon). Click that icon 1  and choose Publish
module and all items so students can see it.

Tip: Green = students can see it. Grey = hidden from students.
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5 Files

5.1 Click Files, then click Upload 1  and choose a file from your computer (PDF, Word, PowerPoint,
picture).

Tip: Use + Folder to keep files sorted by week.
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5.2 Uploaded files appear in the list 1 . A green icon = students can see it. Add the file to a module
(chapter 4) so students find it easily.
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6 Assignments

Set homework or classwork. Students hand it in on Canvas or in the app, and you grade it in
SpeedGrader (chapter 9).

6.1 Click Assignments, then click + Assignment.
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6.2 Type the assignment name 1  and the instructions 2 : what students must do and how to hand
it in.

6.3 Enter the full marks in Points 1 . For Submission Type 2  choose Online. Tick Text Entry (type
an answer) 3  and File Uploads (send a file or a photo of the notebook) 4 .

Tip: For work handed in on paper in class, choose On Paper or No Submission.
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6.4 Set the Due Date 1  and time 2 , then click Save & Publish 3 .

6.5 The assignment is published 1 . Students see it in their To Do list and calendar, and get a
reminder before it is due.
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7 Quizzes

Quizzes mark multiple-choice, true/false and fill-in-the-blank questions automatically.

7.1 Click Quizzes, then click + Quiz.
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7.2 On the Details tab: type a title 1  and instructions 2 . For Quiz Type 3  choose Graded Quiz.
Tick Time Limit and enter the minutes 4  if you want a time limit.

7.3 Go to the Questions tab and click + New Question 1 .
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7.4 Choose the question type 1 , such as Multiple Choice, enter the points 2 , then write the
question in the Question box.

7.5 Fill in the answers. Click the green arrow 1  next to the correct answer, then click Update
Question 2 .

Tip: Click New Question again for each question.
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7.6 When all questions are in, click Save & Publish 1 .

7.7 The quiz is published 1 . Click Preview to try it before your students do.

Tip: Don't change questions after students have started — their scores may come out wrong.
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8 Discussions

Let students answer a question and reply to each other. Discussions can be graded.

8.1 Click Discussions, then click + Add Discussion.
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8.2 Type a topic title 1  and the question or instructions 2 .

Tip: Tick Participants must respond to the topic before viewing other replies so students answer
before they see classmates' replies.
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8.3 To grade it: scroll down, tick Graded 1  and enter the full marks in Points Possible 2 . Then
click Save and Publish at the bottom.
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8.4 The discussion is published. Students click Reply to answer.
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9 Grading (SpeedGrader and Grades)

9.1 Open the assignment and click SpeedGrader (on the right). Pick a student 1 , read the work on
the left, enter the grade 2 , write a comment 3  and click Submit 4 .

Tip: The grade saves as soon as you leave the grade box. Use the ← → arrows at the top to move to the
next student.
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9.2 Grades shows every score: one row per student, one column per assignment 1 . A red cell = not
handed in. Click a cell to enter or change a grade directly.
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10 Calendar and Inbox

10.1 Click Calendar on the left bar. Click + 1  to add an event. Month 2  shows the whole month.

Tip: Assignments and quizzes with a due date appear on the calendar by themselves.
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10.2 Type the event title 1 , date 2  and time 3 . In the Calendar box choose the course so its
students see the event, then click Submit 4 .

10.3 Click Inbox on the left bar to read messages. Click the pencil icon 1  to write a new message.
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10.4 Choose the course 1  and the recipients 2  (one student or the whole class), add a subject 3

and the message 4 , then click Send 5 .

Tip: Tick Send an individual message to each recipient so each student replies to you privately, not to

the whole group.
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11 People and Student View

11.1 People lists the students and teachers in the course. Click a name 1  for details. The Last
Activity column 2  shows when each student last opened the course.

Tip: Adding or moving students is done by the school office in portal.laoedtech.com.
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11.2 Before you open the course to students, click View as Student 1  to check what they will see.

11.3 In Student View a pink bar sits at the bottom. Click Leave Student View 1  to go back to being
the teacher. Reset Student 2  clears any test work.
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Need help?

Click Help on the left bar of Canvas, or tell your school office. Please say which course, which page,
which button you clicked and the message the system showed (a screenshot helps a lot).

Never send your password by WhatsApp, Facebook or email. The LaoEdTech team will never ask for
your password.
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