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Canvas Template FAQ’s and How-To’s 
 

1. Do I have to use all of the Template? ACCS want all colleges to use the Home Page (buttons). 
The “Start Here” module will be shown as Published but all other Content Modules will not be 
Published until you are ready. IMPORTANT: Only update your Welcome Information on the 
Home Page. Do not delete any buttons OR the information listed under “Help and Support” 
associated with the buttons (Module - Course Resources; Help & Support). Note: The “Start 
Here" module is associated with the Start Here button on the home page.  If you copy from 
another Canvas course – do not delete the Text Header “Start Here.” You may also delete the 
Q&A Discussion if not planning to use/facilitate. Add any additional information under Course 
Resources and Technology Help. 

 

 

Note: The Participation Verification in the Template is set up as an Assignment.  You can use a Quiz. 

Do not copy module “Start Here” from 
Bb/Migrated course.  
Option 1: Create a new module and move 
Attendance items then copy. Move to Start Here 
Module. 
Option 2: Copy from Migrated course and re-add 
to the Start Here Module. 
 
 
 

Option 1: 

 
Option 2:  
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2. Do I have to start from scratch? No. You can copy your migrated course materials (using Course 
Copy or by module format). Note: Migrated Course will show course content under “Course 
Materials” as one Module and will retain the same structure from the migrated course into the 
Canvas Template. IMPORTANT: Make sure to delete/remove any Publisher, YuJa, and/or LTI 
links before copying.  
 

 

 
 

 
 
Note: Everything under Module will copy. 
Remove any Publisher, LTI, or YuJa Links. 
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3. What do I need to edit on the Home Page? Under the Welcome banner select Edit. You can 
either copy/paste (from Bb course or Migrated Course) or type in the information. If you upload 
a picture - use the Rich Content Editor.  Select Save.  Note: The picture size should be 200 pixels 
in width. 

 

 

 

4. How do I edit in the template? View the “How To View 2 Courses at the Same Time” in a 
Browser Handout (Instructor Resources Web Page). Use copy/paste for text items.  
IMPORTANT: Template Font Text is 12 point. 
 
Keyboard Shortcuts: 

Ctrl+A (Select All) 
  
Ctrl+C (Copy) 
 

 
Ctrl+P (Paste) 
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5. Do I have to use the Template Module Layout? We recommend using the Module naming – it 

will help with GradeBook (i.e. Module 1, etc) but you can delete any items not using. Migrated 
Course will show course content under “Course Materials” as one Module and will retain the 
same structure from the migrated course into the Canvas Template. You can either move items 
into the Template format or create new Modules.  DO NOT COPY ENTIRE COURSE. 
IMPORTANT: If you delete Template Module items you must delete from the Assignments Index 
area or they will be listed in your Grade Center.  Note: There will be 8 pre-loaded modules in the 
Template.   
 

 

 
 

6. Can I use Classic Quizzes? Yes. Migrated Quizzes will be shown as Classic.  There are New 
Quizzes Pre-Loaded in the Template. You can choose to convert classic quiz to new quiz – will 
have to re-add. Will show in Assignment Index as “Migrated Quizzes.” 
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7. Do I need to re-do my Syllabus? Go to Modules – Under Instructor Resources/Course 
Development Resources – download the Syllabus with Canvas language.  Update your Syllabus. 
Go to the Start Here Modules – Syllabus – Edit – In the Rich Content Editor - Upload document. 
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8. How do I edit in the Template? Make sure in Teacher View/editing. Go to each section and find 
“Edit” icon to select. You can copy/paste text items from either Bb or migrated Canvas course. 
You can also type directly into Canvas. Make changes/updates and Save. 

 

 
 
 
 
Graded Items Template Examples: 
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9. How do I set up my Question Sets in Canvas? Question Sets from Bb migrated courses do not 

populate in Canvas. In Canvas they are called Question Groups. Go to the Classic Quiz Question 
DB to view. IMPORTANT: Quizzes do not migrate to New Quizzes/Item Banks.   

Course copy - Select Question Banks. 
You can then use the Question 
Banks to set up Question Groups in 
Classic Quizzes. 
 
IMPORTANT: Question Sets in 
migrated courses will only show all 
questions not by each set. 
 
 

 

 

 

 
 
 

Select the button to complete. 

 
Go to Classic Quiz and add new quiz 
and select “add question group” for 
each Chapter or Unit to pick 
questions from pool. 

     Example of new Question Groups in Canvas: 
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To use New Quizzes for Question Groups – 
follow the handout on exporting quiz from 
Canvas and importing into Item Bank. 
 
IMPORTANT: Follow the Handouts on the 
Instructor Resources Web site. 
 
Note: The Item Bank menu may  not visible 
on the Course Menu.  Go to Settings and 
drag “Item Banks” from bottom to area to 
make visible.  Students do not have access 
to Item Banks menu link. 
 

 
 

 

Go to NewQuiz and add new quiz and select 
“add question group” for each Chapter or 
Unit to pick questions from pool. 

     Example of new Question Groups in Canvas: 

 

 
 

 

      

10. How do I re-add Publisher Links? Check with your Publisher representative.  

 

11. How do I re-add YuJa links? Use the Canvas Rich Content Editor – select icon for Apps – select 
YuJa. 
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