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Canvas readiness checklist 
 
To help you ensure your readiness to teach using Canvas, listed below are some important 
skills that you are likely to need. For additional resources and training, please visit Teaching 
with Canvas. You can download this file for personal use.   
 

Account 

☐ I know how to access Canvas and my courses 
☐ I can set my notification preferences 
☐ I can edit my profile details, including photo, and bio as needed 

 
Course level 

☐ I can publish/unpublish my Canvas course to allow or prevent student access 
☐ I know when my students will have access to my Canvas course(s) 
☐ I can access student view mode for my course to see how students see and 

experience the course 
☐ I can set the home page of my course (this is pre-set with a NUS template) 
☐ I can move/rearrange items in modules, assignments, and other areas using 

drag and drop features 
☐ I can review and edit all course due dates and availability settings through the 

settings button in the top right of Assignments 
 

Modules 

☐ I can create and develop modules using pages, assignments, discussions, quizzes, 
and links 

☐ I know how to rearrange items or modules in the Modules area 
 

Pages 

☐ I know how to add content (e.g., text, pictures, video, links) and links using the rich 
content editor 

☐ I know how to set the editing rights to a page  
 

Announcements 

☐ I can create, edit, and delay the release of announcements 
☐ I can send announcements to the entire class or a particular section 

 

Assignments 

☐ I can create and edit assignments and set their point values and due dates 
☐ I can create and attach rubrics to assignments 
☐ I can assign different due dates for a particular assignment to certain students 

or different sections for accommodations or differences in class meeting times 
 

 

https://nus.edu.sg/canvas/teach-canvas/
https://nus.edu.sg/canvas/teach-canvas/
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Discussions 

☐ I can create and post to Canvas discussions 
☐ I can subscribe to discussion forums to be notified of new posts 

 

Quizzes 

☐ I can create and edit quizzes and edit their due dates and access settings 
☐ I can create quiz questions and edit their point values 
☐ I can give students extra time on quizzes as needed 
☐ I can review quiz statistics to inform interventions and modifications for future 

versions of the class 
☐ I am aware of the differences between Quiz (Classic & New) and Survey types 

 

Grades 

☐ I know how to access and grade student submissions 
☐ I can review the grades area in student view mode to confirm clarity to students 
☐ I can review and update grade points or weighted grades to reflect any changes 
☐ I can set automatic late deductions for assignments in the Grades area, if needed 

 

Groups 

☐ I can arrange groups in the People area 
☐ I can assign discussion forums or group assignments to different group sets 

 

Communication 

☐ I can access my Canvas mail inbox and send messages to course users 
☐ I can use the Message Students Who function to send messages to students 

based on submissions or grades 
☐ I can access and interpret course and student analytics to estimate when and 

where communication and intervention may be needed 
 

Calendar 

☐ I can view the Calendar in Week, Month, or Agenda view  
☐ I can create new calendar items manually 

 

Settings 

☐ I can update the course card image 
☐ I can customise the links that appear in the course navigation for my students 
☐ I can use the link validator to check for broken links in my course 

 


