Canvas Course Checklist:
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Use the Academic Calendar for important dates.

Request a Canvas Course Copy.

Complete your Course Syllabus (available a few
weeks prior to the semester start).

Update your contact information, bio, office hours and homepage.

Ensure videos, images, and content is accessible for students.

Validate links in the course.
Adjust all assignment Due Dates.
Delete or un-publish unnecessary assignments, quizzes, and discussions.

If your course is a AutoAccess course, make sure all content is paired correctly and there’s book access.

For online courses; review Proctoring Resources.

Schedule any proctored/needed exams with RegisterBlast.

Review OTC's Attendance Policy and familiarize yourself with the Attendance Module.

Visit Canvas Commons for student how-to resources you can import and use in your course.

Welcome students to the course via Canvas (after courses open), or through Roster Email.

Additional Tips:
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Ensure course instructions are clear and concise.

Review instructional content ensuring it meets your learning objectives and use videos/Canvas
Studio where appropriate.

Use the Student View in Canvas to preview your course as a student.

Consider downloading the Canvas Teacher app (Apple, Android) to manage courses on the go.

Try accessing your course and completing an assignment from a phone.

Respond to student emails within 24 hours, post announcements in Canvas to help keep students on
track, keep grading current, and post mid-term and final grades when/before due.

Resources:

OTC Online: online@otc.edu, 417-447-8200
Faculty Resources



https://academics.otc.edu/calendar/
https://faculty.otc.edu/center/course_copy/
https://scribehow.com/shared/Canvas_Faculty__Course_Syllabus_Copy__OumoNnq8RkKziRPdE6mEXw
https://online.otc.edu/media/uploads/2022/02/Electronic-Accessibility.pdf
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-validate-links-in-a-course/ta-p/1001
https://guides.instructure.com/m/4152/l/1237309-how-do-i-bulk-update-due-dates-and-availability-dates-as-an-instructor
https://otcbookstore.com/topic/autoaccess
https://docs.google.com/document/d/1EC5ireEomvFUkqCJd_m1SfmbGaTMEPqGji7HG0QtfZU/edit
https://academics.otc.edu/academicservices/proctoring-resources-for-faculty/#1524511794217-486005d8-97a4
https://academics.otc.edu/springfieldtesting/scheduling-exams-help/
https://about.otc.edu/policies/2-61-attendance-requirements/?_gl=1*1nvhxgj*_ga*NjM4NDIwMzQ2LjE2OTg5MzU5MDE.*_ga_4VB0WWZRMH*MTY5OTU2NTM2MC4xMS4xLjE2OTk1NjY3ODcuMzMuMC4w*_gcl_au*MTI2NDc4MzE4MC4xNjk4OTM1OTAx
https://academics.otc.edu/media/uploads/2020/08/Instructor-Guide-v3.pdf
https://lor.instructure.com/resources/e07d7b16af7b45bc8deb742b30c0c3da?shared
https://www.youtube.com/watch?v=PuljTS8R8_g
https://services.otc.edu/media/uploads/sites/12/2019/08/Roster-Email.pdf
https://faculty.otc.edu/media/uploads/sites/2/2023/07/Video-Recording-Saving-Linking.pdf
https://faculty.otc.edu/center/canvas-studio-resources/
https://faculty.otc.edu/center/canvas-studio-resources/
https://guides.instructure.com/m/4152/l/61153-how-do-i-view-a-course-as-a-test-student-using-student-view
https://apps.apple.com/us/app/canvas-teacher/id1257834464
https://play.google.com/store/apps/details?id=com.instructure.teacher&hl=en_US
https://scribehow.com/shared/Canvas_Faculty__Submit_Grades__g86az2xuQdO1flraF3BW3Q
mailto:online@otc.edu
https://faculty.otc.edu/center/faculty-resources/

