Upload files to your Canvas course

Introduction

Presenting your course materials to your students is one of the many functions of Canvas. When you
start to build your Canvas course it is a good first step to upload these course materials (lecture
slides, readers, assignment files, images, etc.) to Canvas in one action, and in a structured way. This
saves time during the building process and makes maintaining your course easier. For this you use
the Files section and this document shows the way how to use it. The idea is that you use the Files
section in a course as a ‘storage area’ that is only visible for lecturers, and that you present the
content to students in the Modules section. For the latter, see our best practice ‘Organizing course
content using Modules’.

Examples shown are made on a Window 10 computer and a Chrome browser. Canvas supports these
browsers.

Important: When files are uploaded to Canvas they have a published state by default. If you upload
files you want to share with your colleagues but should not be accessible by students, you should
unpublish these files. You can unpublish files by file or by folder in the Canvas course Files.

The process outlined
1. Organize your course materials in a folder structure on your computer.
2. Create a zip file of all folders you want to upload.
3. Upload all files in one action to your Canvas course
4. Keep your file structure organized

Step by step instruction

1. Organize your course materials in a folder structure on your computer. This structure should be
clear for you and your fellow lecturers that build/teach the course. If several lecturers are going to
upload materials, decide about a structure together to streamline the course building process.

2. Create a zip file of the folder structure you want to upload by sending them to a compressed
(zipped) folder. This preparation is necessary so you can upload all your course materials to Canvas
with one action, since Canvas can only import files and not folders.
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On Windows 10 you can create a zip file by selecting one or more folders and right click on the
selection. In the context menu that appears choose Send to and then click on [Compressed (zipped)
folder]. After some time the windows folder will show a .zip file that has the name of one of the
selected folders.
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3. Upload all files with one action to your Canvas course

Once you have prepared your course files in a zip file you can upload them to Canvas through the
Files menu in your desired Canvas course. In the Files menu click the [Upload] button and navigate to
your zip file in the file dialog that appears.
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Click on [Open] and Canvas will present a dialog asking if you want to expand or upload the zip file.

Zip file options

Would you like to expand the contents of
"Statistical Physics.zip" into the current folder, or
upload the zip file as is?

Upload it

In this case you should click [Expand it] so Canvas will not only upload your zip file, but also expand it
to the folder structure with all your course files. If you have a large zip file, this action might take
some time to process.

Page 3 of 4

Upload files to your Canvas course




\ 4
PALN
b 4
(d ° L)
L N4
E . e — O X
_/f @ Files x \\_‘
<« C' | @ University of Twente [NL] | https://canvas.utwente.nl/courses/245files/folder/Statistical%20Physics/lecture%20slides pxd
H Apps ut Canvas Canvas html Instructure Qz Google Translate temp links Webhare
UNIVERSITY Home — Structure Demo > Files » Statistical Physics > lecture slides [
OF TWENTE.
O Grades Q 0 items selected -+ Folder T Upload
Account
v [ Structure Demo Date Date Modified
Name R Size
Syllabus . created modified by
» [ course_image
People ¥ ™ Statistical Physics college 1_2018.pdf 12:14 12:14 1.3MB (-]
83 » O assignments
Dashboar college 2.pdf 12:14 12:14 1.2 MB °
» O extra
v & lecture slides college 3.pdf 1214 1214 14ME @
= » B3 readers
Courses + & shortQuestions college 4.pdf 12:14 12:14 844 KB o
S
college 5.pdf 12:14 12:14 955 KB (]
N
college é.pdf 12:14 12:14 963 KB o
S
college 7_2018.pdf 12:14 12:14 1.1 MB °

In case you would want to import a simulation program for your students to download, you could
choose [Upload it] so Canvas would upload the zip file as one file.

4. Keep your file structure organized

When uploading additional files into Canvas try to keep your file structure organized. You can upload
files directly to a desired folder or create new folders in Canvas. You can also copy files between
courses where you have a teacher role through the user files menu, by simply dragging files to a
folder in another course.

Important: Don’t forget to unpublish files that should not be accessible by students. Even when the
Files menu is not active for students and the file is not presented under a Module or on a page, it can
still be downloaded in an ePub if the file is not unpublished. There are several options to
publish/unpublish files in Canvas.
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