
Quick Canvas Setup: Faculty 
Guide

Go to Video Tutorial

Sign into your Canvas account using your Office 365 login 

credentials: https://lincolnu.instructure.com/

Center for Excellence in Teaching and Learning

 Dickey Hall 233/ cetl@lincoln.edu 

https://www.youtube.com/watch?v=_z3ETyXqWR8
https://lincolnu.instructure.com/
mailto:cetl@lincoln.edu


1. Customize Your Profile

Add Profile Image

Upload a profile image to make your presence more 

personal and recognizable to students.

Optionally add your Bio, and Links



2. Set Up Notifications

Access Notification 
Settings

Go to Account > 

Notifications to review 

and customize your 

notification preferences.

Customize 
Preferences

Notifications in Canvas 

tell the system how often 

you want to receive 

emails for what 

individual activities.

Recommended Setting

We recommend setting "Conversation" messages to ASAP 

for timely communication with students.



3. Set up Your Course

Click on Your Course

Access your courses from the 

Dashboard by clicking on the box 

color for your course.

Select Settings

On the left sidebar (blue font), 

select Settings at the very bottom.

Choose Image

Under Course Details, upload an 

image to display on your 

Dashboard for easy student 

navigation.



4. Set up Better Navigation

Reorder Navigation

For student-friendly navigation, 

drag Assignments, Pages, Files, 

Quizzes, Item Banks, and New 

Analytics to the bottom box to 

hide them from students.  Click 

Save. 

Consider Items to Enable

Optionally disable Google Drive, 

Office 365, BigBlueButton, and 

Chat if those items are not used in 

your course.

Are you using a Cengage Unlimited 

textbook? Enable Cengage. 

Why disable items?

We will create student-friendly 

Modules where students will find 

everything they need for the 

course when they need it. 

Otherwise, the presentation of the 

content can be overwhelming.



5. Upload Your Syllabus

Access Syllabus Page

Click the Edit pencil button. Then 

Insert > Document> Upload 

Document.

Choose Upload Method

Upload as a Word or PDF. 

Copy/paste the text directly into 

the text box for easier access. 

Update Syllabus

Check the Show Course 

Summary box to show 

assignments. Click the blue 

button, Update Syllabus. 



6. Organize Content with Modules

Access Modules in the course menu and click + Module to create new 

modules based on your course structure. Think of modules as units that end 

with a bigger assessment (paper, exam, project, or presentation) and align 

with one or more course learning outcomes. 

1.

Click + to add content to modules: assignments, files, pages, URLs, 

discussions, and quizzes. Be sure to link all assignments to a specific 

module for easy student navigation. Clearly connect each assignment to 

relevant course learning outcomes, helping students understand the 

purpose of their work.

2.

Reorder items as necessary within modules. Publish the module by clicking 

the circle to the right. A green checkmark will appear. You can publish 

assigned work after completing the assignment details. 

3.



7. Add New Assignments

Navigate to back to Modules.

Click +  to Create Assignment.

Name the assignment.

Click Add Item. It takes you back to the 

Modules page.

Click on the assignment name you just 

created.

Click Edit to add the details. 



8. Configure Assignment Settings

Copy/paste text or upload a file. You can also insert a link, 

embed a video, or a Cengage textbook-created activity. 

Set due date, points, submission type, and create new 

assignment groups  based on your syllabus and optionally, 

availability dates.

After choosing Online submissions, check the box for File 

Uploads and any other formats by which students can submit 

their work.

Enable Turnitin check for plagiarism. 

Save a draft or Save and Publish to make it visible. 

Click the + Rubric button to configure a rubric. You can use the 

rubric for multiple assignments if desired. 

Learn more about Assignments.

https://www.cengage.com/lms-admin/canvas/instructor/
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-create-an-assignment/ta-p/740


9. Optionally, Create a Custom Home Page

Create Custom Page

Access Pages from the left sidebar. Designate your 

published custom page as the Front Page. Learn more 
about home page customization. 

Choose Homepage Option

Now access Home from the left side bar. Click Choose 

Home Page from the gray box to set Front Page as 

your new home page. 

https://community.canvaslms.com/t5/Video-Guide/Course-Home-Page-Customization-Instructors/ta-p/384161
https://community.canvaslms.com/t5/Video-Guide/Course-Home-Page-Customization-Instructors/ta-p/384161


10. Preview Your Course

Access Student View

Click View as Student on the top right. If you 

don't see the button, click on the eyeglasses icon. 

The bottom of the page turns fuchsia-pink in the 

student view.

Test Course Features

Test the course from a student's perspective, 

including navigation, content access, and 

assignment submission. Exit Student View to 

make any changes. 



11. Publish Your Course

From the Home page, click the Publish button to 

make your course visible to students.

Add a welcome announcement for students or an 

introduction video.


