Canvas Quick Guide: Files and Folders

This guide explains how to use files and folders in Canvas.

Overview
Files may include syllabi, lecture slides, assignment worksheets, readings, or other documents, as well as images,
icons, and user-specific files. Files can be placed into folders for organizational purposes. Instructors can lock
folders and files so they can only be viewed by direct links or unlock on a specific date. Files can be easily replaced
with updated version.

Because of course size limitations (1 Gb), we recommend you upload large files (lecture slides, etc.) to Microsoft
Office 365 (One Drive) or Google Drive and link them through Canvas. Media files such as lecture videos should
be uploaded through Mediasite or other streaming media tools (e.g. Vimeo, YouTube).

Uploading Folders and Files to Canvas
e Youcanupload individual files and ZIP folders directly to Canvas

Files
e Individual files can be added to Canvas using the drag and drop feature or using the upload button
o Inthe Canvas course navigation menu, select the Files link.
o Upload file. Select the Upload button to search and select a file for upload.

— Bio 101 > Files

Q 0 items selected + Folder  NSRVIIEY]

i Name a Date Created  Date Modified Modified By Size @
L3 Assignments Jan 31, 2018 ]
Cell Anatomy.pdf Jan 31,2018 Jan 31,2018 Doug Roberts 316KB v Qo
DNA Assignment.pdf Jan 31,2018 Jan 31,2018 Doug Roberts 25 KB [ (-]
3 oocument Jan 31,2018 ]
£ imaee Apr 13,2016 ]
2l Bl =mm 2 Documentation Docu... o i ) Q,

Favorites assignment Ballad_To_aAbraha Beethoven- Biological
— 2.docx m_Lincoln.mp3 Sympho...-1.mp3 classification.pdf
Ll SHAREFILE DT 31 KB
E All My Files o

S—
-
+%# Dropbox (Instructure)
¢™ iCloud Drive
;\-\: Applications Biological BiologyPoster.jpg Canvas_byinstruc Early US
— Evolution.pdf 2,592x1,728 ture_coler.png History.docx
:l Desktop 360 = 86 35 KB
0 Downloads
E'fl Documents u (XX 1) -
Format:  All Files |~ ]
[2)
Options Cancel




o Dragand Drop. Select the file you wish to add and drag and drop it onto the files area.
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Folders

e Entire folders of content can be added to Canvas using a ZIP file. ZIP files containing an internal folder
structure will retain that folder structure upon upload. Note: You can also create new folders directly in the
Files area of your Canvas course and then drag and drop multiple files into that folder.

e Ifneeded, create a ZIP file from your existing folder. Right-click on the folder to select the ZIP option.
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e Use the upload button or drag and drop feature to upload the ZIP file
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e Expand the contents of the Zip file
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See the Canvas Instructor Guide for additional details

Updating Files in Canvas

e Files can be easily updated by uploading a newer version with the same file name. Canvas will prompt you to
replace the existing file with the updated version.
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Accessing Files from Canvas
e Access your files from the Canvas course navigation menu
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e Files are published by default, but you can edit the file permissions by selecting the published icon @
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Linking Files from Google Drive/Office 365

e Thefirst time you connect to Google Drive or Office 365 through Canvas, you will need to authorize the 3
party application by signing into your account and following the prompts to authorize.

e Access your Google Drive/Office 365 files by selecting the Google Drive or Office 365 link in the course
navigation.

& OneDrive Logout

e Tolink Google Drive/Office 365 files to a course module (for student access)

o Navigate to the Modules via course navigation
o Usethe +icon toadd content to the module
o Select External Tool, then select Google Drive or Office 365
o Select the file you wish to link, then Add Item
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Linking Files to Pages

¢ Openthe Page where you want to link the file. Select the Edit button
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¢ Inediting mode, click on the image or select the text where you want the file linked.
e Ifthereis an existing link, use the Remove Link option before trying to add a new link.
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e Withtheimage / word still highlighted choose the Course or User documents link from the Documents |:
icon in the tool bar. Note: If the file is on Google Drive or Office 365, then select the plugicon. .-ﬂc_r&
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Contact information
e CVMBSA/V Team: AVStaff@cvm.tamu.edu, 979-862-4554
e CVMBSIT Help Desk: helpdesk@cvm.tamu.edu, 979-862-4554
e CVMBS EdTech Help Desk: edtech@cvm.tamu.edu
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