
How to Use This Guide and The Template 
 
This instructional continuity guide and the downloadable instructional continuity template are 
designed to help you quickly convert your face-to-face course to distance delivery for this fall 
quarter. By using two dependable and fairly easy-to-use applications (Zoom Web Conferencing 
and the Canvas Learning Management System) you can continue to teach your course and 
communicate with your students. 
 

Some Guidelines for Using This Guide and The Template 
 
Using the downloadable template is optional. You may or may not elect to use the template, 
depending on your familiarity with Canvas. However, downloading and importing the template to 
your Canvas course will give you a ready-made ten-week course Canvas course shell that you can use 
to organize your course content, discussions, and assignments. You can preview the Template here. 
 
We recommend that faculty consider importing this template into their course if they: a) have not 
used Canvas for their classes b) have limited experience using Canvas or c) would like to get up and 
running in Canvas quickly.  
 
We recommend that faculty refer to this guide if they: a) are not currently using modules in their 
course and would like an introduction to organizing and sequencing online student learning b) do not 
use the Canvas communication tools or c) need guidance leaving feedback and grading online 
student work.  
 
Regardless of your situation, you may want to review the template and guide for ideas or to help you 
decide whether to import it into your course.  

 
If you're encountering difficulties or just want more personalized help, we encourage you to 
sign up for one of CDLI's frequent and Zoom-delivered workshops.  

Getting Started 
 
Zoom is a web conferencing application that will allow you to hold classes and meet with your 
students in real time online. It also allows you to record these meetings (or record 
asynchronous lectures if you prefer).  
 
Canvas is Seattle University's Learning Management System. Students can use Canvas to access 
course materials, continue discussions online, and turn in their assignments. 
 

I. Logging in 
 

https://seattleu.instructure.com/courses/1594422
https://www.seattleu.edu/cdli/instructional-continuity/workshops/


Canvas 
 
login: https://seattleu.instructure.com/   
login credentials: use your SU ID and password 
 

Zoom 
 
Access Zoom via the Seattle U Zoom Web Portal (login with your SU credentials) or the Zoom 
menu in your Canvas course: 

 
 

II. Navigation & Setup 
 

Canvas Navigation 
 
If you haven’t used Canvas, please see the Getting Around Canvas section of the CDLI Help 
Center. 
 

Template Setup and Configuration 
 
The Instructional Continuity Template contains a custom homepage with links to course 
overview information [1] and weekly module overview pages [2]: 
 

 

https://seattleu.instructure.com/
https://seattleu.zoom.us/
https://www.seattleu.edu/cdlihelp/faculty/canvas/tutorials/#startinterface


Below is the modules list [1] for the template. The links on the Home page direct students to 
the general course overview information [2] and weekly module overview pages [3]: 
 

 
 
 
To configure the the Home page, first click the Edit button at the top of the screen: 
 

 
 
 



 
 
 
Next, replace the Course Title [1] and enter the topics for your weekly modules [2].  

 
 

IMPORTANT: Do not edit the hyperlinks to the Weekly Modules (WEEK 1, WEEK 2), as they will break 
if edited. These links will also break if you edit the names as they appear in the Modules list, as 
shown on the previous page. 

 
When you’re done, scroll down and click Save at the bottom of the screen. 
 



The sections below provide further detail for customizing content within the template, 
including a) updating content on the Weekly Overview pages b) configuring Weekly Discussions 
and c) configuring Weekly Assignments. 

Using Zoom and Canvas with Students 
 

I. Using Zoom for Live Meetings 
 

Instructional Purpose 
 
Zoom is a videoconferencing platform that allows you to continue teaching your face-to-face 
courses at a distance. Zoom is a powerful and intuitive video conferencing, screen sharing, and 
screen recording tool that works on all browsers and most mobile devices. In addition to 
supporting synchronous video conferences, Zoom can also record your screen while you 
present materials. This recording can then be uploaded to Canvas for viewing. 

 
Zoom Basics 
 
For an overview of how Zoom works and its functionalities we recommend you browse these 
short but very useful Zoom Video Tutorials. More detailed Zoom instructions are given in the 
following section and are also available in the CDLI Help Center. The first time you use Zoom, it 
will install software on your computer. 
 

The Zoom Link in Canvas Course Navigation 
 
Zoom is now integrated into your Canvas course navigation. If you or your students click on the Zoom 
link it will take you to the Zoom dashboard for the course.  
 

  

https://zoom.us/resources
https://www.seattleu.edu/cdlihelp/faculty/more-apps/zoom/


The Zoom Course Dashboard 
 
On the dashboard you will see all upcoming meetings, previous meetings, and any recorded meetings 
that you have published for your course. Students will also see these meetings in their calendar and be 
given reminders of them on their Canvas "To Do" list.  
 
To Schedule a meeting in Zoom [1], Click on Schedule a New Meeting [2]:  
 

 
 
Scheduling a Meeting in Zoom 
 
On the “Schedule a Meeting” page, you can enter a title and information about the meeting and set the 
meeting time and duration.   

 
 



Recurring Meetings  
 
Scrolling down this screen, you can set up all your class meetings by setting up one meeting occurs 
during your scheduled classtimes, and then having that meeting recur weekly on those days. 

 
 
Tip: set up separate recurring meeting for your class meetings and scheduled office hours 

 
Recording Meetings to the Cloud 
 
Scrolling down the page further, we recommend that you check the Record the meeting automatically 
and In the cloud boxes on the scheduling page. Storage is unlimited and Zoom will save those recordings 
under the Cloud Recordings tab on the Zoom Course Dashboard. From there you can publish your 
recorded meetings to make them available to students. 
 

 
 



Publishing Your Recorded Meetings 
 
We recommend that you share recorded meetings or lectures with your students. After your 
recording is done uploading to the cloud, return to the Zoom tab in your course and toggle the 
Publish button in the Cloud Recordings list: 
 

 
 
Zoom Help Guides 
 

• Scheduling a Meeting 
• Meeting Controls and Managing Participants 
• Sharing Your Screen 
• Using Break-out Rooms 
• Zoom Security Tips (Seattle U ITS) 
• Improving Zoom Performance (Seattle U ITS) 

 
II. Using Canvas to Communicate with Students 
 

lnstructional Purpose 
 
Timely and clear communication is extremely important in online courses. If you wish to send a 
message to all the students in your course, CDLI strongly encourages you to use the Canvas 
Announcements tab. The Canvas Inbox/Conversations function is best for sending messages to 
individual students or student groups. 
 

Functionality 
 
When you use the Canvas Announcements function, a copy of all your messages will be stored 
in Canvas on the Announcements tab of this course and under the Inbox button on the far-left 
global Canvas navigation. This means students can access all your course messages from inside 
Canvas, and you and your students will not need to save course communications in your email 
accounts. 
 

https://support.zoom.us/hc/en-us/articles/201362413-Scheduling-meetings
https://support.zoom.us/hc/en-us/articles/115005759423-Managing-participants-in-a-meeting
https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen
https://www.youtube.com/watch?v=j_O7rDILNCM
https://seattleuniversity.atlassian.net/wiki/spaces/ISD/pages/280297473/Zoom+Tips+for+Meetings+-+A+Redhawk+Checklist
https://seattleuniversity.atlassian.net/wiki/spaces/ISD/pages/280297473/Zoom+Tips+for+Meetings+-+A+Redhawk+Checklist
https://seattleuniversity.atlassian.net/wiki/spaces/ISD/pages/206077953/Improving+Zoom+Performance
https://seattleuniversity.atlassian.net/wiki/spaces/ISD/pages/206077953/Improving+Zoom+Performance


All messages sent from Canvas are automatically forwarded to students' preferred email 
address (their SU email is the default). Students can respond to messages that you send from 
Canvas directly from their email, and their replies will be returned to Canvas. Canvas will 
automatically email you a copy of all student replies to messages that you send from Canvas. 
 

Set-up (Course-Wide Messages) 
 
First, click the Announcements tab in this course. Then click the + Announcement button at the 
top of the screen. 
 
On the next screen, give your message a Topic Title [1] (same as the subject line of an email) 
and enter your message in the text box [2]. When you're ready, click the Save button [3] to 
send your message to all students in the course. 
 

 
 

Help Guides 
 
Additional options for Announcements can be found in the CDLI Help Center. 
 

Set-up (Individual Messages) 
 

First, click the Inbox button on the far-left Global Canvas Navigation  

At the top of the next screen, click the Compose a new message button  

 
Help Guides 
 
For additional guidance, please see the CDLI Help Center. 

https://www.seattleu.edu/cdlihelp/faculty/canvas/tutorials/#communicateannounce
https://www.seattleu.edu/cdlihelp/faculty/canvas/tutorials/#communicateinbox


 

III. Using Canvas Discussions 
 

Instructional Purpose 
 
You and your students can use the Canvas Discussion function to continue class conversations 
after your Zoom class or to prepare for an upcoming Zoom class or recorded lecture.  
 

Functionality 
 
Discussions allow you and your students to a) post text responses to your guiding discussion 
prompts and b) upload and attach files for everyone in the class. Since Discussions are 
asynchronous (not occurring at the same time) they provide you and your students a shared 
space to hold conversations with flexibility around the timing of posting, reading, and 
responding to messages. You can also set due dates for Discussions (more on this in the Grading 
section below). 
 

Set-up 
 
When setting up a Discussion, you'll first want to add discussion prompts/instructions for each 
of your weekly Discussions. This will help guide student participation. To do this, navigate to 
Modules in the course navigation and click the Discussion title you wish to edit: 
 

 
Then click the Edit button at the top of the screen: 
 

 
 
Next, enter your Discussion prompts/instructions in the open text box [1]. Please note that CDLI 
has provided some text and a grading rubric for this discussion [2]. If you plan to use a rubric, 



please keep this text to help students locate it. When you’re finished, click the Save button [3] 
at the bottom of the screen. 
 

 
 

Help Guides 
 
The following settings are already configured for the template’s Discussions a) options b) points 
possible and c) rubric. Please review the CDLI Help Center Discussion help guides and the Rubric 
Help Guides to learn more about entering Discussion due dates and updating existing settings.  
 
III. Using Canvas Assignments to Collect Student Work 
 

Instructional Purpose 
 

https://www.seattleu.edu/cdlihelp/faculty/canvas/tutorials/#assigndiscuss
https://www.seattleu.edu/cdlihelp/faculty/canvas/tutorials/#rubrics
https://www.seattleu.edu/cdlihelp/faculty/canvas/tutorials/#rubrics


Use Assignments to allow your students to submit their work directly to you for feedback and 
grading. 
 

Functionality 
 
Students can upload files from their computer or SeattleU Office 365 account into a Canvas 
assignment. 
 

Set-up 
 
Begin by adding any instructions or handouts that students might need to complete their 
course assignments. To do this, navigate to Modules in the course navigation, click the 
Assignment title, and then click the Edit button. 
 
Next, replace the text from the template with your Assignment instructions in the text box [1]. 
If you have handouts for the assignment, upload and insert them by clicking the Files tab on the 
right [2], then Upload a new file [3]. Next, click Choose File and browse your computer for the 
handout (hint: it's the same process as adding email attachments). When you're done click the 
Save button at the bottom of the screen. 
 

 
Help Guides 
Please review the CDLI Help Center Assignment help guides and the Rubric Help Guides to learn 
more about entering Assignment due dates, adding Rubrics to Assignments, and updating 
existing settings.  
 

https://www.seattleu.edu/cdlihelp/faculty/canvas/tutorials/#assignnew
https://www.seattleu.edu/cdlihelp/faculty/canvas/tutorials/#rubrics


IV. Organizing and Distributing Course Content 
 

Instructional Purpose 
 
The Instructional Continuity Template provides you with Weekly Overview pages for each week 
of instruction. On these pages you can give an overview of the week’s activities and content 
and provide contextualizing and framing information that will help students understand the 
importance of that week’s content and your expectations of them.  
 

Functionality 
 
We encourage you use the Weekly Overview pages to write your weekly overview statements, 
insert hyperlinks to course content outside Canvas, upload course handouts, and provide 
details about student activities for the week.  
 

The Course Information Module 
 
The Course Information Module--located at the top of your Modules screen--is where you provide 
students with general and administrative course information, including pages for you’re a) Course 
Overview b) Syllabus and Policies, and c) Introduction to the Instructor. 
 
You can use the instructions below as a guide for updating these pages. 
 
Please also review the following in the Course Information Module to decide whether or not you’d 
like to share them with your students a) Class Participation and Discussions b) Information for Online 
Learners and c) Technology Tips & Help (CDLI strongly recommends you share these resources with 
students and use your first Zoom class session to discuss the information on these pages) 

 

Set-up 
 
Navigate to Modules in the course navigation, click a Weekly Overview page title, and then click 
the Edit button on the following screen. Next, replace the template text with your Overview 
statement: 
 



 
 
Then scroll down and replace the To read or watch section with hyperlinks to resources outside 
Canvas [1]. This is also where you can upload course handouts [1] by clicking the Files tab on 
the right [2], then Upload a new file [3]. Next, click Choose File and browse your computer for 
the file (hint: it's the same process as attaching email attachments). 

 
 
Note: you can also select any previously uploaded files in this course in the course files folder as 
shown above. 
 



Under the To complete and submit header[1], enter details about student activities for the 
week and click Save [2]. 
 

 
Note: Keep the italicized student instructions at the bottom of the screen to help students 
navigate through your module. 
 

Help Guides 
 
To learn more about using Canvas Modules to organize your course, please see the Using 
Modules to Organize Your Course section of the CDLI Help Center. You can also use Canvas 
Studio to record and embed webcam videos of yourself (in addition to your weekly overview 
statements). 
 

V. Setting up the Canvas Gradebook and Course Due Dates 
 

Instructional Purpose 
 
The Canvas Gradebook is used to record, calculate and securely distribute student grades. 
 

Functionality 
 
The Canvas Gradebook is configured from the Assignments tab of your course. You can 
calculate total scores by raw points (i.e.: adding up all graded activities) or by Assignment 
Group percentages (i.e.: Participation 30%, Assignments 40%, etc.). You can also enter Due 
Dates for all graded activities on the Assignments screen; these will then automatically 
populate to the student To-do and Calendar views. You will see a spreadsheet view of all 

https://www.seattleu.edu/cdlihelp/faculty/canvas/tutorials/#contentmodules
https://www.seattleu.edu/cdlihelp/faculty/canvas/tutorials/#contentmodules
https://www.seattleu.edu/cdlihelp/studio/
https://www.seattleu.edu/cdlihelp/studio/


student scores in your course when you click Grades in the course navigation tab. Students can 
use this same tab; however, they will only see their own grades. 
 

Set-up 
 
Go to the Assignments tab of your course [1] click the 3 dots dropdown menu [2] and then click 
Edit [3]: 
 

 
 
In the pop-up window, add the Due Date [1] Points [2]and click Save [3]: 
 

 
 
The image below shows the spreadsheet display when instructors click the Grades course 
navigation tab. Students are automatically enrolled in your course and will be listed in the 
Student Name far-left column: 
 

 
 



This is how the Grades course navigation tab appears in student view: 
 

 

 
Help Guides 
 
The Instructional Continuity template is configured to calculate total scores by adding up the 
points of all graded activities (i.e.: raw points). Please see the How do I weight the final course 
grade based on assignment groups? Canvas Help Guide if you’d like to calculate total scores by 
Assignment Group percentages.  
 

VI. Using SpeedGrader to Give Feedback and Distribute Grades 
 

Instructional Purpose 
 
You can view student submissions and distribute scores and feedback to students using Canvas 
SpeedGrader. The Canvas Grades function automatically calculates scores based on the total 
points of graded items in your course. 
 

Functionality 
 
The SpeedGrader tool allows you to view student submissions, distribute feedback on these 
submissions, and enter student scores.  
 

Set-up 
 
After students have submitted their work, go to the Assignment and click the SpeedGrader link 
on the right side of the screen. 
 

https://community.canvaslms.com/docs/DOC-2625
https://community.canvaslms.com/docs/DOC-2625


 
 
Note: the SpeedGrader link for graded discussions is accessed on the 3 dots drop down menu at 
the top of the screen. 
 

Course Grade Posting Policies 
You have the option of hiding scores and feedback until you’re done grading student work. Please 
see the How do I use posting policies in a course? Canvas Help Guide for more information. 

 
In SpeedGrader you will see a student’s submission [1]. On the right sidebar you can enter their 
score [2] and leave feedback on their work [3]. Click Submit to securely send this information to 
the student [4] and click the Next arrow to grade the next student submission [5]: 
 

 
 

https://community.canvaslms.com/docs/DOC-17999-how-do-i-use-posting-policies-in-my-course


Help Guides 
 
Please see the SpeedGrader Canvas Help Guides for detailed instructions on how to leave 
feedback and enter scores, including how to use the DocViewer to annotate papers. 

 
VII. Additional Help 
 

Student Canvas Help 
 
Canvas is quite intuitive for students to use, especially when using the basic functionality as 
described in this document. Students can also use the far left-hand Help button  to access 
the Canvas Support Hotline (24x7 Phone and Text-Chat Support) and the SU Student Canvas 
Tutorials. We encourage you to distribute the Canvas student support to your students: (844) 
668-0893. 
 

Student Zoom Help 
 
Students should refer to the CDLI Zoom Help page for instructions about common questions. 
For Zoom Technical Support, contact ITS Service Desk. 
 

Additional Faculty Help Guides 
 
Please see the Faculty Zoom Tutorials and Faculty Canvas Tutorials for more information. 
 
Here is the Canvas 24x7 faculty support line for quick reference: (833) 250-2081 
 

https://community.canvaslms.com/t5/Instructor-Guide/tkb-p/Instructor#SpeedGrader
https://www.seattleu.edu/cdlihelp/students/more-apps/zoom/
https://www.seattleu.edu/its/support/service-desk/
https://www.seattleu.edu/cdlihelp/faculty/more-apps/zoom/
https://www.seattleu.edu/cdlihelp/faculty/canvas/tutorials/
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