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This document contains some helpful resources and quick guides for common Canvas usage at the end of the semester. For more detailed or troubleshooting assistance, please refer to the Canvas Instructor Guides or request help through Canvas Support.

[bookmark: _Toc222216634]Canvas Course Availability

Canvas courses are automatically created in Canvas the semester prior by syncing with Banner. Courses become available after the following dates:
Summer Courses (and May Intercession): March 1st
Fall Courses: May 1st
Spring Courses (and Winter Intercession): November 1st

[bookmark: _Toc222216635]Course Evaluations
Course evaluations will open after the withdrawal deadline and close the day before the start of finals. Instructors will receive an email about evaluation results the day after grades are due.
Course Evaluations can be accessed through your course(s) in Canvas by clicking the “Course Evaluation” tab in the course menu (menu on the left in white). If you do not see this option in your course, go to Settings -> Navigation and enable “Course Evaluations” by clicking the three dots next to “Course Evaluations.” Remember to click “Save” at the bottom of the page!
For more information about Course Evaluations, please visit the Online Course Evaluations webpage. If you have questions about or issues accessing your course evaluations, please email evals@una.edu for assistance.

	Mid-Term Evaluations

	
Want more student feedback about course interactions, progress, or usage? Consider adding a brief mid-term evaluation to your next course! These evaluations can be short 3-5 question surveys about the course learning experience to help guide your teaching strategies. While you can use a variety of survey tools, the Canvas quiz tool can be used to create surveys (both graded and ungraded) and allow responses to be anonymous! If you need assistance in creating a mid-term evaluation, contact the Center for Teaching and Learning at ctl@una.edu. 
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Make sure your gradebook is set up and functioning correctly. For full guides on all things Grades in Canvas, visit the Canvas LMS Instructor Guides: Grades. After following the link, additional guides can be selected from the menu on the left. Those guides more pertinent to end of semester prep are listed below:
· Selecting a Grade Posting Policy for the Course
· Selecting a Grade Posting Policy for an Assignment
· Assigning Weighted grades
· Posting Assignment Grades
· Hiding Assignment Grades
· Add a Missing Submission Policy
· Add a Late Submission Policy
· Curving Grades
· Exporting Grades
· Message Students from Gradebook

	Speedy Grading with Rubrics

	
Want to quicken the grading process? Consider adding rubrics to your assignments! Well-designed rubrics promote consistency of grading and can decrease the time needed to grade assignments. Canvas allows the creation of rubrics for all assignments and discussions (rubrics not meant for quizzes). If you need assistance in creating strong rubrics, contact the Center for Teaching and Learning at ctl@una.edu.




If you want to give extra credit, there are two options you can use: 
1) Award extra points to specific assignments directly.
2) Create a new assignment and make it worth 0 points. Grade the assignment to aware extra credit.
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When the course has concluded and grades have been finalized, you can submit your grades to Banner from directly from the UNAPortal or within Canvas (“Submit Grades to Banner” button). The ability to submit grades to Banner will become available the last day of classes. 

	Final Grade Deadlines

	
Deadlines for submitting final grades for the semester are listed on the Final Grades Deadlines page of the Registrar’s website.
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At the discretion of the instructor, students can be given a grade of Incomplete (I) if they were unable to complete the course by the end of the semester. No quality or quantity credits are earned with a grade of “I.” Students who receive a grade of “I” must complete remaining coursework by the end of the following Spring or Fall semester (e.g., a grade of “I” received in a Spring semester has until the end of the following Fall semester to finish coursework). It is the student’s responsibility to follow-up with their instructor to complete required coursework. 

Once all remaining coursework has been completed, the instructor can email the Office of the Registrar the student’s final grade to have the “I” removed. A grade of “I” that is not removed by the end of the following semester will become an “F.”

For instructors needing to re-open a Canvas course that has closed for a student to finish coursework, contact the CTL for assistance (ctl@una.edu). Once the course has been re-opened, instructors will need to re-assign assignments as needed.
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[bookmark: _Toc222216640]Copying/Importing Courses and Content
Instructors are able to copy/import content from their other courses. Review the Canvas Copy/Import Content Guide for more information about this process.
· You can only import course content from courses you are listed as the instructor. If you need to import content from other courses, please contact your department chair on the proper procedure.
· To avoid importing multiple times, please be patient! Importing is requested through the Canvas system that provides support with all institutions that use Canvas. Depending on the request load and time of year, it can take several minutes to a few hours for the import to finish.

[bookmark: _Toc222216641]Exporting and Sharing Courses and Content
If you need to share your course with colleagues, export your course and use OneDrive to share it.
· Use the Direct Share feature to share an individual content item.
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Create/Upload your Syllabus in Simple Syllabus.

[bookmark: _Toc222216643]Start of Semester Guide
For more information and guides about getting ready for the start of a semester, please review the Getting Your Canvas Course Ready guide on the Educational Technology Services website.
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If you are experiencing any difficulties in using Canvas, contact Canvas Support by clicking the “Help” button at the bottom of the Canvas menu (purple bar on the far left in Canvas) and choosing one of the following options:
1. Chat with Canvas Support (Faculty) – open a live chat with a Canvas support team member, meant for faculty
2. Canvas Support Hotline – call to speak with a Canvas support team member via phone
3. Report a Problem – submit a Canvas support ticket; before clicking this option, go to the location in Canvas where you are experiencing the problem

For questions about course design and training, please email the Center for Teaching and Learning (CTL) at ctl@una.edu. The CTL email is intended for Faculty use only. Please direct all student requests to the ITS Helpdesk or the Canvas Support process described above.
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