
Organizing Your Canvas Course 

The purpose of this article is to provide information on how to effectively use and organize 

your Canvas course based on student’s feedback. Each section will have a brief overview of 

the tool and includes directions on how to create what is discussed. If you would like to 

meet with a Canvas @ Yale Support member to discuss your course, please use the 

Consultation link to do so. 
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Syllabus 

For students to be able to search for your course on Course Search during the Course Selection 
period, you should upload your syllabus and publish your course. However, there is much more 
you can do to utilize this tool to be able to ensure the students are aware of the work that will 
be due throughout your course. 

You can use the syllabus tool as an organization tool by creating an interactive syllabus which 
has links to other components, including readings, videos, modules, and assignments, so the 
students will only have to go to one page on your course to access all other content. Below is an 
example on an interactive syllabus which is organized by week. 

A. Link to Page with list of readings & websites required for that week 
B. Link to Assignment due. 
C. Link to Page which is set to be available after class date & time 
D. Link to File for reading 

 To learn how to create an interactive syllabus, please see the following help 

documentation: 

• How to Create Pages 

• How to Add Links to a Page 
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https://courses.yale.edu/
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Modules & Pages 

Another way to organize your content is to create modules and pages to guide the student’s 
learning while not in the classroom. Modules are used to organize course content by weeks, 
units, or by topic. Modules can create a one-directional linear flow of what students should do 
in a course for that module. Each module can contain files, discussions, assignments, quizzes, 
and other learning materials, such as URLs and videos. 

You have the option to publish the entire module or each item individually so you can work on 
modules without worrying about students viewing your work. Once you are ready for students 
to view the modules, you simply publish the item or module. Below is an example of a module: 

 NOTE: If you organize your content by using Modules, you may want to hide other 

tools, such as Files, Quizzes, or Assignments from students since they will be accessing 

the files and content from the modules. You can do this by re-organizing your course 

navigation. 

For students, when they enter the module, they can then click “Next” at the bottom of the page 
and will be brought to the next item within the module. If there is an item that you have set an 
availability date for, the students will be able to click on it, but then will be notified that they do 
not have access to the item until the availability date. 
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https://help.canvas.yale.edu/a/920324-organizing-your-course-navigation
https://help.canvas.yale.edu/a/920324-organizing-your-course-navigation


 To learn how to create modules and how to add content to the modules, please see 

the following help documentation: 

• How to Create Modules 

• How to Create Pages 

• How to Add Content to Modules 

Files 

As an instructor, Files allows you to store files and assignments within Canvas. You can upload 
one or multiple files, view all details about your files, preview files, publish and unpublish files, 
set usage rights, and restrict access to files. Although it can be very easy to just import all your 
files into this area, you will want to utilize the Folders within Files to ensure that the documents 
are organized in a way that will make it easier for students to identify which files they will need 
to download and read for that specific week or topic. 

Page 5Poorvu Center for Teaching and Learning

https://help.canvas.yale.edu/a/914655-creating-modules
https://guides.instructure.com/m/4152/l/724253-how-do-i-create-a-new-page-in-a-course
https://guides.instructure.com/m/4152/l/41427-how-do-i-add-assignment-types-pages-and-files-as-module-items


A. Click "+Folder" to add a folder to the Files area 
B. Click "Upload" to upload a file, multiple files, or a zip file 
C. Files and Folders appear in alphabetical order so you may want to use “01, 02, etc” in front of 

your folders to ensure they are in the order you would like 
D. Green check mark means the folder and its content is published and available to students 
E. Gray circle means that the folder is not published and the folder or content is not available 

to students 
F. Orange cloud with lock states that the folder and content has been restricted to be only 

available with a link or available after a specific date 

 NOTE: If the folder is restricted with an availability date, the students will see the 

folder but will be notified that the folder is available on a later date. If it is restricted 

with access only with the direct link, the students will not see the folder within the Files 

area. 

 To learn how to use the Files area, please see the following help documentation: 

• How do I create folders in my course "Files" area? 

• Using the Content Selector Panel to Add Links to Files. 

• How do I upload a file to a course? 

• How do I create a zip file? 
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Assignments 

Assignments include Quizzes, graded Discussions, and online submissions (i.e. files, images, 
text, URLs, etc.). The Assignments page shows students all the assignments that will be 
expected of them and how many points each is worth. Assignments can be assigned to 
everyone in the course or differentiated by section or user. 

If you are having the students complete work within class and just want a column within the 
Grades area to provide the student with their grade, you can also create an assignment and 
choose “on paper” submission. 

 To learn how to use Assignments, please see our help documentation: 

• How do I create Assignments? 

• How do I Grade Assignments? 

• Creating Weighted Groups for Assignments 

• How do I create Media Recording Assignments? 

• Duplicating an Assignment 

• Due Dates versus Display Dates 
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https://help.canvas.yale.edu/a/914595-creating-an-assignment
https://help.canvas.yale.edu/a/1148651-grading-assignments-using-the-speedgrader
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Grades 

The Gradebook helps instructors easily view and enter grades for students. Depending on the 
Grade display type, grades for each assignment can be viewed as points, percentage, complete 
or incomplete, GPA scale, or letter grade. 

Only graded assignments, graded discussions, graded quizzes, and graded surveys that have 
been published display in the Gradebook. Non-graded assignments are not included. By using 
the Gradebook functionality, you can have the system complete the weighted totals for you (i.e. 
Writing Prompts are worth 10%, participation is with 20%, etc.) Once a graded item is created 
within Canvas under assignments, quizzes, or discussions, a column will be automatically 
created within the Gradebook. Students will be able to view all of their grades as well, which 
allows the students to understand how they are doing within the course. 

A. Column for Assignment 
B. Activities marked as "MANUAL" will not have the grades posted to students until the 

instructor releases them 
C. Toggle specific views and filters 
D. Select to import or export grades 
E. Blue highlight represents a late submission 
F. Red highlight represents a missing submission 

 For more information on Grades, please see our help documentation: 

• Gradebook Features 

• How do I Grade Assignments? 
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https://help.canvas.yale.edu/a/1061795-gradebook-overview-and-features
https://help.canvas.yale.edu/a/1148651-grading-assignments-using-the-speedgrader


• Anonymous Grading 

• How to Change Grading Schemes 

• Creating Weighted Groups for Assignments 

 For more help, please contact canvas@yale.edu. 
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