
 

 

Canvas:  
  

 Course Home   
Update your instructor information located on the course Home page. 

Use the template provided.   

To Edit. To edit the Home page, click on the “Edit” button 

located on the top of the page. Scroll down until you see 

“Your Instructor”. Only edit the text next to Name, Phone, E‐

mail, and Semester. Once you are finished, click “Save”.  

Remember to direct students only to your Canvas Inbox for 

communication.   

 

 Activity Availability Dates & Due Dates  

To Set: Navigate to “Assignments” located in the left navigation in Canvas.  Then click the three stacked dots in 

the upper right corner. This will enable a drop-down list.  Please select “Edit Assignment Dates.” You will see a 

list of assignments that you can edit in bulk. Please add a “Due At”, “Available From”, and Available Until” date 

for each assignment.  Remember to click “save” in the upper right corner when you are finished. Remember- 

the “Introduction Discussion” and “Orientation Quiz” should be due prior to census.   

Download the 

current Session 

Weekly Calendar.  

This will guide you 

to set specific due 

dates for modules 

according to the 

length of your 

term.  

         
    e-Learning Pre-Semester Checklist 

Checklist:  
At least fourteen days prior to the start of the course, please make sure to review and update 
the following items in Canvas and Simple Syllabus: 

Canvas: 

 Course Home 

 Activity Availability Dates & Due Dates 

 Instructor Bio 

 Quiz/Exam Settings 

 Review Course Materials 

 Publish Your Canvas Course 

 

Simple Syllabus: 

 Faculty Information 

 Course Overview (required) 

 Faculty Policies (required) 

 Student Supplemental Materials and Resources 

(optional) 

 Publish Your Syllabus (Required) 

https://media.ocean.edu/files/elearning/Academics/eLearningTermDates.docx
https://media.ocean.edu/files/elearning/Academics/eLearningTermDates.docx
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 Instructor Bio   
Share some information about yourself to your students. Here are some recommended items.   

• Educational Background & Academic Accomplishments  

• Research Interests & Teaching Pedagogy  

Not recommended: overly personal non‐related information; personal preferences outside the discipline 

(for example: political, social, and religious beliefs)  

 Quiz/Exam Settings  
For each course quiz/exam, as the instructor, you have the option to allow students to see their responses and 

view the correct answers. To edit these settings, please follow these steps,   

Step 1. Click on Modules, located on the course navigation.   

Step 2. Click on the appropriate quiz/exam.    

Step 3. Select “Edit”, located on the top of the page.   

Step 4. Under Options, please check the 

appropriate settings based on your course 

policies. 

 

*Instructors have the option to adjust these 

settings based on their course. If you feel that 

students should not be able to view their 

answers, you may keep the correct answers 

hidden. 

 

 Review Course Materials  
Please take the time to ensure that all content items are present in the course. If the course schedule 

mentions an item that is not located in one of the modules, please notify the eLearning Department by 

emailing elearninghelp@ocean.edu.  It is also important that you report any broken videos or links as well. 

 Publish Your Canvas Course  
Please make sure to publish your course 14 days prior to the session start 

date. If you fail to Publish your course, students will not be able to access 

the course or the course content. 

 

Step 1. Open your course and view the Course Home  

Page. In the Sidebar, click the Publish button.   

  

Step 2. Ensure that all module content is published. This can be 

done by going to each Module in the course and clicking on the 

cloud icon. If the icon displays “green”, the content is published. 

 
 

 

  

mailto:elearninghelp@ocean.edu
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Simple Syllabus:  
Please access the Simple Syllabus Faculty Training by using the password simple here. 

Simple Syllabus Support: 

Access: Click “Simple Syllabus” in the Canvas left navigation to access your syllabi. 

Email: support@simplesyllabus.com 

Searchable Knowledgebase 

In Simple Syllabus select the  icon in the top right corner to submit a support ticket. 

 

Please note, you can not publish your syllabus without adding content to the required 

sections.  To save your changes, see directions below about “Publishing Syllabi” 

 

 Faculty Information (optional) 
In Simple Syllabus you will notice your name and 

email are automatically populated here.  You can 

utilize this section to add optional office hours, 

phone number, or additional information by 

clicking the pencil in the blue circle.  You are also 

able to edit your Faculty Name if you prefer.  

Please note, this section is not public in the 

Syllabus Library and this information will only be 

visible to enrolled students. 

  

 Course Overview (required) 
Add an overview of the course which should include the number of learning activities such as discussions, 

assignments, assessments, labs and other applicable information regarding the course.  In the past you may 

have posted an announcement providing your perspective of the “broad overview” of the course.  Please 

note, Simple Syllabus is HTML Rich Text enabled and you have the ability to add hyperlinks and embed videos. 

 

 Faculty Policies (required) 
Update the Faculty Policies section in Simple Syllabus.   

Step 1. Click on Simple Syllabus, located on the course navigation.   

Step 2. In Simple Syllabus, scroll to the Faculty Policies Section and input information. This content 

component is rich text enabled.  

 

 Student Supplemental Materials and Resources (optional) 
This optional area is reserved for Faculty to input any additional resources you want to make students aware 

of to supplement the course content. 

 

 Course Learning Activities and Due Date Summary (in Canvas) 
The due dates section of Simple Syllabus is a data pull directly from Canvas.  Instructors will still set and adjust 

due dates in Canvas.  They will be reflected here in the syllabus which will refresh nightly. (see image below) 

https://linkprotect.cudasvc.com/url?a=https%3a%2f%2fvimeo.com%2f725249916&c=E,1,DVYVFVEyL-RFBu21gwqv7LLzI0zJK87CQCxbX0dKqipE6Z8__21euZSEfzZSx23sve-UdsVg7kTyJfKTfWq_sXAHV0rdmO4reyvzPEG7&typo=1
mailto:support@simplesyllabus.com
https://simplesyllabus.zendesk.com/hc/en-us
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 Publish Your Syllabus (Required) 
Once you have completed the required section (Course Overview and Faculty Policies) and added information 

into the two optional sections if you choose, you are ready to publish your syllabus.  Publishing the syllabus is 

required and makes it visible to students.  Once published, students will be able to view the syllabus both 

inside Canvas as well as access it from their student dashboard or the Syllabus Library.  All syllabi must be 

published by the course publication deadline which now applies to both publishing your Canvas Course as well 

as your Simple Syllabus. 

 

To publish your syllabus, please scroll to the end of the syllabus and select the blue “Publish Syllabus” button.  

You must publish both your Canvas Course and Syllabus by the communicated deadline. 

 

 

 

 

 Important Reminders 
• Please DO NOT remove or modify the picture slideshow located on the Canvas Course Home Page. If the 

slideshow is accidentally deleted, please contact the eLearningHelp@ocean.edu.  

• Please DO NOT remove or modify course content templates or colors in your course(s). Course templates and 

colors were approved by the eLearning Department to ensure that all online courses have the same user 

experience. 

• Faculty will need to publish both their Canvas Course and Simple Syllabus by the publication due date.  If you 

have any questions or concerns regarding the information found in the Syllabus, please contact e-Learning 

Admin. 

 

    

Technical Questions  Academic Questions  

To report technical or design-related issues in your 
Canvas course, please contact our Tech team at 

eLearningHelp@ocean.edu. 

For non-technical questions, we will direct you to the 
appropriate person on our team when you email 

eLearningAdmin@ocean.edu. 

 

mailto:eLearningHelp@ocean.edu
mailto:eLearningHelp@ocean.edu
mailto:eLearningAdmin@ocean.edu

