[image: ]
How to add people to a Canvas course

If you have Teacher, Designer, Staff member, or TA permissions on a Canvas course, you can add other staff and students to the course.
You can also remove students or staff, which is useful if you receive enquiries from students requesting to be removed.

Adding students or staff to a canvas course:

1. Go to the course and select ‘People’ from the left hand menu:
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2. Click the blue ‘ + People ’ button on the top right:
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3. Enter their email address or adf username into the box, select the role that you want them to have, and click ‘Next’. More details on roles can be found on this page of the Canvas help website. 
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4. Check that it has found the correct people and click ‘Add users’. If any errors are found, it will display a ‘Back’ button so you can go back to the previous screen and correct it.
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Removing students or staff from a canvas course:
You can remove people or change their permission levels at any time, by going to the drop-down cog at the right hand side of their name on the People page, and selecting ‘Edit role’:

[image: ]v



O:\AS\Careers\TEAMS\INFO TEAM - AEF\Canvas\Help guides
January 2018
image1.png
Computer:

NDRIVE-

Rather then
tryng o

i)

&l
Informaton - non-dopte
Team work:

Lrstart]

Gou

Paste

Clipboard

S Fomat

lﬁ'

as Style Gu ,av.

Pageilofl | Worc

Training & Development

2017718

Announcements

Course status

Careers Network training & development

® Unpublish

@ Import from Commons

Assignments

Discussions @ Choose home page

Grades

&4 View Course Stream

People (@ Course setup checklist

Panopto
¢ New announcement

Pages.
; Coming up £5] View Calendar
Files
Nothing for the next week
Overview and links Training and Mini-Breaks Speaker Programme
Syllabus

This page aims to draw together all our information related to Learning, Training and Development, and form a

Quizzes one-stop-shop for new starters and current staff to go to.

If you are considering attending training outside University of Birmingham, make sure you have completed the right forms,

Modules before and after:

Conferences « Staff Training & Dev Request form.doc [B) &

Colaborat « Travel Request form Aug 2016.doc. [B &
ollaborations « Staff Training & Dev Post Event Form.doc B &

Attendance Also consider sharing your information on our Training Storify &

Chat

SCORM IN\T|

ST T | |

Settings Training and Linkedin POLICY &
Conferences STRATEGY

(746 B e

@ _ts:ljcanves bham ac klcourses 28325 users

oasicar... |

@acton

| 53 RE: Tessel... | 4 101Remin...| 5

@ ndets ... [@ Gareersi €

3 [Wlrowtoad...| £ stcyotes ||| windows... |[® © B 0] @ &[5 B (5 w05 B





image2.png
[

Computer:

E

steph Tharpe

trelo;png

NDRIVE-

@

Rather then
s

Tnformaton
Team work:

Lrstart]

mayis.ong. e

fe favourite
tabs.pno;

Dev Requ:

on-=dopte.

Gou

@9

H B2

Paste

Clipboard

B¢

S Fomat

@]

canvas bham,ac.ukcours:

s m

earch

_ e W% 2 el

L)

-

O:}uwu&

2017718
Home
Announcements

Assignments

Discussions

Grades

Panopto
Pages
Files

Syllabus

Quizzes
Modules
Conferences
Collaborations
Attendance

Chat

Training & Development > People

Everyone | Groups

Name.

20 invitations haven't been accepted. Resend

All roles

LoginiD  SISID

Hassana Ahmed begumh

>

&

Dashurie Al

c e

Elizabeth Argirou

Duncan Bai

]

Mohammed Ali alimx

pion alpiond

Yasmin Ansari ansariy

1062170

1769799

490768

804121

rd (3

Roshni Barot barotr

argiroem

1309245

1185214

Section

Careers Network training & development

Careers Network training & development

Careers Network training & development

Careers Network training & development

Careers Network training & development

Careers Network training & development

Careers Network training & development

Role

Staff member

Staff member

Staff member

Staff member

Staff member

Staff member

Staff member

perv
Hnual M.

&

- Group set
—+ People

Add people

Last Activity Total Activity

10Janat 12:26 02:57:25 B

5 Jan at 11:05 B

13 Nov 2017 at 16:51 B

14 Nov 2017 at 13:47 B

Current
der
5Janat9:18

14 Nov 2017 at 9:48 B

iz Ben-Kmayal (RS Careers Network training & development  Staff member 8 Nov 2017 at 16:50 B
SCORM
@ snvunt bluntsy 1535336  Careers Network training & development ~ Staff member 20 Nov 2017 at 18:07 B
Connect
. Kerry Brunn brunnka 583137 Careers Network training & development ~ Staff member 9 Nov2017at17:12  09:02:16 B
Pagei1of2 | Worc Settings Suriary.docx
—— — N
Drasmered @ ,‘/mms e Kulvinder Buray [ZE¥IR Careers Network training & development  Staff member 20 Nov 2017 at 9:58 B
. | 3 Untited -... | 1 Onine T... | . UoB Erefi... | @ cms.bha... | @ Discoveri.. | @ Alyoun... | @ Tubepes...| @ Tdets ... [@ Courser.. € (2] [WHowta... | StdyNo...| Il Widows...|[© © [ 0] @ @ [& I &




image3.png
Computer:

B 8 WU W2 feed S 53
ML 3] s: s ) 3 A O
s TR VO N e T e TRE 1 T A qﬁ,w_,'?‘?',,v

S Fomat
Cipboard

Add people

Add user(s) by

© Email address O LoginiD O SISID

Example: Ismith@myschool.edu, mfoster@myschool.edu

NDRIVE- & Role Section

Student Careers Network training .~

&

When adding multiple users, use a comma o line break to separate users.

Can interact with users in their section only

Coneel m

i)
o
Informaton - non-dopte Page:2012 | Worc
Team work: —

(746 B e

Frstart| Laus\ s\Ca.. o [ e . Onine Tr... | 1 UoB Bref..| @ amsibhs... | @ Discoveri.. | @ ) y T @ Couser- € (€] ([WHowtwa.. |- Sidyto...| [l Windows...|[© © [ 0] @ & [& f (s 8 B





image4.png
trelo;png

Team work:

Lrstart]

Gou

(O A
i
° F Fomatp
Cipboara

@

Add people

The following users are ready to be added to the course.

Name Email address Login ID SISID

Steph Thorpe sj.thorpe@bham.ac.uk

Institution

University of Birmingham

Cancel  Startover [ENCIVSSH

| Onine Tr... | . UoB Brefi... | @ cms.bha... | @ Discoveri..





image5.png
[

Computer:

E

steph Tharpe

trelo.prg

may1s.png

fe favourite
tabs.pno;

Dev Requ:

NDRIVE-

2 n

Rather then

Informaton - non-dopte

Team work:

Lrstart| Gauny

_ e W% 2 el

OB ]

Training & Development > People

perv
Hnual M.

@ -
Home
Group set
Assignments.
o Search peopl Allroles. J + People
Discussions

Grades

Panopto

20 invitations haven't been accepted. Resend

Pages Name LoginID  SISID Section Role Last Activity Total Activity

Files Hassana Ahmed begumh 1062170  Careers Network training & development ~ Staff member 10 Jan at 12:26 02:57:25 B

>

Syllabus Mohammed Ali alimx 1769799 Careers Network training & development ~ Staff member 5 Jan at 11:05 (>34

&

Dashurie Alpion alpiond 490768 Careers Network training & development ~ Staff member 13 Nov 2017 at 16:51 [
Quizzes
Yasmin Ansari ansariy 804121 Careers Network training & development ~ Staff member 14 Nov 2017 at 13:47 fo

c e

Modules

Elizabeth Argirou argioem 1185214 Careers Network training & development ~ Staff member 5 Jan at 9:18

Conferences

Duncan Baird (5 Staff member

Collaborations Careers Network training & development

Edit rol
Attendance @ roshrisarot barotr 1309245 Carcers Network training & development _ Staff member 14 Nov2017at9:d | % Editrole
Chat & User details
iz Ben-Kmayal (RS Careers Network training & development  Staff member 8 Nov 2017 at 16:50
& Deactivate user
SCORM
@ snvunt bluntsy 1535336 Careers Network training & development ~ Staff member 20 Nov 20172t 1807 15 Remove from course
Connect
. Kerry Brunn brunnka 583137 Careers Network training & development  Staff member 9 Nov2017at17:12  09:02:16 5
Page:30f3 | Worc Settings ~Sumhary.docx
[7.48 M8 Free o Kulvinder Buray (EER Careers Network training & development ~ Staff member 20 Nov 2017 at 9:58 B
osica...| @ 0] @Action... | 3iRE: Tess... | 4 101Remi.. | 31 Untited -.. | 4 Onine Tr... | .1 UoBBrief...| @ ans.bha... | @ Discoveri.. [ @ Allyoun... | @ Tubepas... | @ Tidets-... [@ Courser.. €@ [£] (W]Howtoa...| [ stdyo...| [ windows... |[© © B 0] @ @ [5 7 ik





image6.jpeg
UNIVERSITYOF

BIRMINGHAM C N

CAREERS
NETWORK





