
Guide to Canvas

A comprehensive guide on how to use Canvas effectively during your 

course on computer and mobile



A Few Words About Canvas
"Canvas is a learning platform used by a lot of schools, colleges and universities across the country 
(Preston College, Oxford University, University of Birmingham, Glasgow School of Art, etc.) and across the 
globe (Massachusetts Institute of Technology (MIT) (USA), Schola Medica (Netherlands), Larande I Sverige 
(Sweden), etc.) and even to deliver courses by institutes like Sotheby’s Institute of Art. 

It offers easy, remote access to teaching materials, a simple and straightforward way to submit work 
towards the qualification and get feedback on it. It is connected to tools like Google Drive for managing 
work and Zoom for online classes. You can get on Canvas through the website on a laptop or desktop or 
through the Canvas Student App on Android and iOS. 

This Guide is designed to show you the basics around Canvas, on both computer and mobile so your 
experience using it during your course with British Academy of Jewellery is smooth and enjoyable."
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Eleni Zolia
Canvas Coordinator



Part A 
Covers the main topics of using Canvas on computer (desktop/laptop, 
Windows/Mac). 
Part B 
Covers the same main topics for using Canvas on mobile devices (Android/iOS). 

At the end there is some information about the way you can ask for help if you 
cannot solve a problem.

This Guide is Divided in Two Parts
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1. Logging into Canvas
2. Navigation
3. Accessing teaching materials and tasks
4. Accessing Zoom
5. Submitting work
6. Accessing feedback: Marks, comments and revisions

Contents
Part A: Accessing Canvas via desktop or laptop
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1. Logging into Canvas
2. Navigation
3. Accessing teaching materials and tasks
4. Accessing Zoom
5. Submitting work
6. Accessing feedback: Marks, comments and revisions

Contents
Part B: Accessing Canvas via mobile
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Accessing Canvas via desktop or laptop

Part A

6



1. Logging into Canvas

How to log into Canvas the first time and every time after
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When accessing Canvas, please use one of the following Internet browsers:

⁃ Google Chrome

⁃ Mozilla Firefox

Both browsers can be downloaded for free by their designers’ website.

DO NOT USE:

⁃ Internet Explorer/Edge

⁃ Safari

Step 1: Use the Correct Browser
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In order to access BAJ Canvas you 
have to visit the following url:

baj.instructure.com

IMPORTANT: Please put this URL 
straight into the address bar of 
your browser as a whole. 

DO NOT use Google search to find 
the website as it won’t come up.

Step 2: Access the Website

9



10

Step 3: Use Your Gmail Account

At the time of your enrolment you were 
asked if you have a gmail account and if 
not to create one. The reason for this is 
that some activities during your course 
will be done through Google documents.

This Gmail is going to be the username 
of your account in Canvas.

The first time you are logging in you 
have to click on Forgot Password in 
order to set your password to Canvas.



Step 4: Set Your Password
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⁃ You will receive an email to your Gmail with a link to follow in order to
set your password.

⁃ This password is personal to you. No one can see, access, reset or 
change it apart from you.

⁃ If you forget it in the future then you need to click on Forgot password 
and go through the process of setting a new one again.



Logging in Again Later
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To log in again later: 

⁃ you still need to visit the url: baj.instructure.com
and 

⁃ use your Gmail as your username followed by
⁃ your password. 

Of course, if you are on your personal computer you 
can save your password on your browser. 

But if you are using the public computers of the School 
or in any other place make sure you NEVER SAVE your 
password and you ALWAYS LOG OUT.



Welcome to Canvas!
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2. Navigation

a) Dashboard
b) Courses on a list
c) Calendar
d) Inbox
e) To-do
f) Recent feedback
g) Grades
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a) Dashboard

The first thing you see when accessing Canvas is 
the Dashboard.

The Dashboard shows the courses you are 
enrolled in.

Through the black side bar you can access your:

⁃ Courses in a list format

⁃ Calendar

⁃ Inbox
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b) Courses on a List

As in the Dashboard, by clicking on Courses 
you can see the courses you have been 
enrolled in a list format.

If you are enrolled on more than one course 
in BAJ, then you also see all of them here.

You can also see courses you were enrolled in 
the past (you may not have access anymore, 
though.)
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In the Calendar you 
can see upcoming 
events and 
deadlines for the 
courses. You can 
choose which 
course’s calendar 
you want to see. 

You can also use 
this calendar for 
setting managing 
your own activities.

c) Calendar

17



By clicking on the 
Inbox you get 
directed to your 
messages.

When you have 
received a new 
message you will 
see a number 
notification above 
the icon of your 
Inbox and it is going 
to stay there till you 
read it.

d) Inbox
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Through your inbox you can message any staff 
member of BAJ just by selecting your course and 
typing their name when it appears below.
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On the right side of the page you can see the To-do list of work that needs to be done as the 
deadlines are approaching.

e) To-do
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If you click on Show 
all then it will take to 
a list of work to be 
completed by a due 
date and also showing 
pending work from 
missed deadlines.
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The Notification bell also shows pending work 
work from missed deadlines.

To go back to the previous layout of the 
Dashboard click on the dots at the top right 
corner and select Card View.
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Below the To-do 
list you can see 
submissions that 
have recently been 
marked and gotten 
comments from 
your Tutor. 

You can click on it 
and you will get 
directed to your 
submission.

f) Recent Feedback
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You can, also, 
access the full list 
of tasks marked, 
pending and need 
of re-submission 
through the View 
Grades button.

More information 
on tracking your 
work will be given 
in a later chapter 
of the Guide.

g) Grades
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3. Accessing Teaching 
Materials and Tasks

a) Homepage
b) Overview pages of the Units
c) Modules
d) Outcomes
e) Google Drive
f) Grades
g) Chat
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Through the General page you can access general 
things about your course:

⁃ Your ‘Timetable'
⁃ Your ‘Induction’ material and forms
⁃ This guide
⁃ The ‘Progress Reviews’ forms
⁃ The links to the ‘Course Surveys’

a) Homepage
When clicking on the box of the course, you get 
directed to the Homepage of the course. 

The Homepage has 5 tabs.

1. General
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Through the subject areas tabs you can 
see the units of those areas represented 
by an icon.

You can access them by clicking on the 
icon or the black button after the title.

2. Subject areas tabs

27



When clicking on the icon or the black 
button of the Unit you are directed to 
an Overview page. 

This page describes briefly the content 
of the Unit. It also, gives you direct links 
to Presentations and Handouts along 
with Tasks that need to be completed.

For online classes, these pages give an 
overview of the days of teaching, too.

Please get in the habit of accessing work 
through the Homepage and the 
Overview pages as it is much easier and 
clear to navigate.

b) Overview Pages of Each Unit
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When on the Homepage of the 
course there is a list of links on 
the left-hand side:

⁃ Home (which takes you to 
the page you are on 
already)

⁃ Modules
⁃ Outcomes
⁃ Grades
⁃ Google Drive
⁃ Zoom

Other Links
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Clicking on Modules brings you to a page with the Units taught during your course and all the 
materials and tasks of the Unit in the Unit box.

There are also boxes for other material relevant to your course. This all is still accessible through 
the Homepage and Overviews page.

c) Modules
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The list on this page 
can get really long as 
the course progresses 
and more modules are 
published, so ensure 
you click Collapse all 
at the top.  

If you need to go to 
material through this 
page, then go to and 
unfold only the 
Unit/part you want to.
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On the Outcomes page you can find the list of Units of your course and the Outcomes and 
criteria you cover.

d) Outcomes
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You can access any files 
shared with you via Canvas 
on your Google Drive.

e) Google Drive
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f) Grades

The Grades page is getting thoroughly explained at a later point in the Guide.
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g) Chat
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Chat (if visible) directs you 
to a live chat with any 
classmates or Tutors that 
are on the page.



4. Accessing Zoom

How to get on Zoom for online classes
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We are using Zoom to do 
inductions and online classes.

You will need to download the 
App for free on your computer. 
You can go to Zoom.us website 
to download it ahead of time or 
you can download the first time 
you join an online conference.

Zoom
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To access your online class, just join the conference of the date from the Zoom page.
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OR follow the link on the invitation you have in your Inbox from your Tutor.



Apart from the regular rules that apply during any class in BAJ, there are few extra ones for 
online lessons:

⁃ Always make sure you have your full name when logging to join the online class 
and have your camera on.

⁃ Always mute yourself when not speaking.

⁃ Respect the person talking and raise your hand from the function buttons at the 
bottom if you want to add something.

⁃ Make sure you do not speak for too long when you make a point. Respect your 
Tutor and classmates’ time.

Rules of Online Classes

40



5. Submitting Work

a) Quizzes
b) Recording yourself answering
c) Assignments
d) Assignments on Google Drive
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There are parts of your Diploma where you need to answer sets of questions in the form of quizzes.

⁃ Find the Task through the Overview page of the Unit and click on it. 
⁃ Then click on the Take the quiz Button and start answering the questions.

a) Quizzes

42



In some questions you may need to upload a file. 

Find the file on your computer and upload it. 

Please have in mind that you can only upload 
one file to the question, not multiples. 

So if for example you are asked to upload 
photos, please:

⁃ Put all photos on a Word file
⁃ Save it as a pdf
⁃ Click on Choose a file
⁃ Find it on your computer
⁃ Upload it
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If you have any problem 
writing or typing you can 
record yourself answering 
the question.

⁃ Click on the icon shown.

b) Record Yourself Answering Questions
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⁃ You can either choose the 
Computer tab if you have 
already made the video of 
yourself talking. Find it on 
your computer and the click 
Submit.

⁃ Otherwise, you can select 
Record from the tab.
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⁃ Click Allow on your browser. 

⁃ This will turn on the camera 
and the microphone of your 
device.

⁃ Start recording.

Make sure you state your name and 
date at the start of the recording.
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⁃ Hit Finish when you are done 
talking. 

⁃ Name it with your name and 
Task.

⁃ Save.

⁃ Wait to load.

⁃ That’s it.



For other parts of your course you 
need to upload Photos of Work 
products like pieces made or 
designs. In other cases you should 
produce short Presentations.

Find the Task through the 
Overview page of the Unit and 
click on it. 

Read the instructions.

Click on the Start Assignment
Button. 

c) Assignments
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Click on Upload file and find the 
file on your computer.

You can add more files by clicking 
on the +Add another file.

Assignments allow you to upload 
specific types of files:

⁃ Pdf
⁃ jpg/jpeg

So make sure you check and 
convert your files as needed.

Also please name your files properly: Name/Task Number/Unit.
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Some of your assignments 
require you to fill templates 
set on a Google Document 
or Google Slides. 

The first one is your 
Individual Learning Plan.

Technically you get a copy 
of the template into the 
Google Drive of your Gmail 
account.

d) Assignments on Google Drive
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Just click on the blue title of the 
document and you will get guided to 
your own copy. You can work there 
more easily on the whole page.

You access your Work in Progress 
the same way again and again.
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BUT in order to submit you MUST go to Canvas and click the Submit button. 

Your Tutor cannot see what you have done without you having clicked Submit.
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6. Accessing Feedback: 
Marks, Comments 

and Revisions

a) Recent feedback
b) Tracking your work through grades
c) Tracking your work through modules
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On your Dashboard you can see the Feedback from work marked recently on the right bottom of 
the page:

a) Recent Feedback
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If you click on it, it takes you to the submission. You can see your Tutors feedback on the right and 
the points you got for every question if it is a Quiz.
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To see your work overall and figure out what you 
need to revise or submit:

1. Click on the Course from the dashboard and 
then click on the Grades from the menu on 
the side.

If something is recently marked and not checked 
by you, you will have a number there.

b) Tracking Your Work 
Through Grades 
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2. You will be guided to a list of all 
the Assignments of the course. 
Choose Arrange by Module or
Due Date from the dropdown 
menu and hit Apply.

3. Below you will see a list all the 
Assignments for the course in the 
order of your Units. 
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Click on the title and you will be taken here:

Click on Take the quiz or Start Assignment.

There are TWO cases you need to 
look out for:

1. If the word MISSING is in red 
next to the task and there is a 
dash next to it, then you need 
to submit the work as soon as 
possible.



2. If the word MISSING is in red next to the Task and there is a number next to the Task, then your 
submission needs to be revised.

To achieve your qualification, you have to get 100% of the points on the tasks. 

For a task of 7 points you have to get 7 out of 7 points. Once that is done, the work is complete. If your 
score is less than 7, like 5, there are parts that need revision, so you have to re-do the task.

In need of revision

Achieved
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⁃ Click on the speech bubbles on the side to quickly see the feedback.

⁃ Click on the title of the task and you 
will be taken to the submission.

Show Rubric at the corner will show the 
criteria that are and are not covered.

⁃ Take the Quiz again or Re-submit 
Assignment when needed.
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Of course, feedback can be seen on tasks completed where all tasks are completed.

If there is a small rocket by the task, work has been submitted but it is not marked yet.



c) Tracking Your Work Through Modules 
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On Modules you will notice that Units have ticks or stop signs at the end of the title.

Click on Units with a stop sign.

Tasks necessary for your Qualification have certain requirements that you have to meet.
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If the requirements are not met then you either have a stop sign or a circle beside the task.

The circle means that you haven’t done the Task.

The stop sign means that you have done it but you need to revise it or that your Tutor hasn’t marked it yet.

When you have done the Task and achieved all the points then a green tick appears. 

When all tasks required for the Unit are completed you get a tick beside the Unit.



Click on the task that needs revision.

By clicking on the Attempts link you will be directed to the previous attempts you made and the 
feedback you got from your Tutor.
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Accessing Canvas via Mobile

Part B
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1. Logging into Canvas

How to log into Canvas the first time and every time after
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The first time you log in Canvas you have to do it through a web 
browser, either on a computer/laptop or on your mobile device.

In order to access BAJ Canvas you have to visit the following url:

baj.instructure.com

IMPORTANT: Please put this URL straight into the address bar of 
your browser as a whole. 

DO NOT use Google search to find the website as it won’t come up.
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Step 1: Log in for the First 
Time on Your Browser
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At the time of your enrolment you were asked if you 
have a gmail account and if not to create one. 
The reason for this is that some activities during your 
course will be done through Google documents.

This Gmail is going to be the username of your account 
in Canvas.

The first time you are logging in you have to click on 
“Forgot password” in order to set your password to 
Canvas.



You will receive an email to your Gmail with a link to 
follow in order to set your password.

This will be done on your mobile internet browser. 

Step 2: Set Your Password
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Whether you have an Android or an iOS phone, you 
can download the Canvas Student App through your 
App store (Google Store or Apple Store).

It is free and quick. Just make sure you download 
the Student App.
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Step 3: Download the App



71

Step 4: Use Your Password on the App 
Now you can go on the Canvas App.

The app will ask you which school you are 
studying with. Type BAJ and you will be 
guided to the website to log in. 

Once that done the App will stay connected 
and you won’t need to put the password 
again. 

You will be asked to put the password again, 
if you log out manually, uninstall and reinstall  
the app or for any reason your phone resets.

So make sure you make a note of your 
password!



Welcome to Canvas!
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2. Navigation

a) Dashboard
b) Calendar
c) To-do
d) Notifications
e) Inbox
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a) Dashboard

The first thing you see when accessing Canvas is the 
Dashboard.

The Dashboard shows the courses you are enrolled in.

Through the black side bar you can access your:

⁃ Calendar

⁃ To-do

⁃ Notifications

⁃ Inbox



In the Calendar you can see the events 
and deadlines for your coursework on the 
day you are checking it. 

To see the whole month just tap the 
arrow by the month. Dates with 
important event or deadlines have dots 
below them. Tap on the date and scroll 
up.

You can also use this calendar for setting 
and managing your own activities related 
to your studies.
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b) Calendar



The To-do list shows you all work that is not 
submitted in relation to deadlines, either 
missed or coming soon.
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c) To-do



Notifications inform you of any changes made
to your course, like:

⁃ content that has been added,

⁃ change of deadlines and

⁃ messages you received.

This tab is mainly the least useful.
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d) Notifications



By tapping on the Inbox you get directed to your 
messages.

When you have received a new message you 
will see a number notification above the icon of 
your Inbox and it is going to stay there till you 
read it.

Through your inbox you can message any staff 
member of BAJ just by typing their name.
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e) Inbox
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You can message any staff member of BAJ just 
by selecting your course and by typing their 
name.



3. Accessing Teaching 
Materials and Tasks

a) Homepage
b) Overview pages of the Units
c) Modules
d) Outcomes
e) Google Drive
f) Grades
g) Chat
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a) Home

When you tap on the box of the course you 
are directed to the page on the right.

Tap on Home and you will be directed to the 
Homepage of your course that has 5 main 
categories.



Through the General page you can access general 
things about your course:

⁃ The BAJ Noticeboard where jobs and 
competitions announcements are posted.

⁃ Your Timetable

⁃ Your Induction material and forms

⁃ This guide

⁃ The Progress Reviews Forms

⁃ The Academy’s Policies

⁃ The links to the Course Surveys
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1. General
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2. Subject Areas Categories

Tapping on the Subject Areas categories takes 
you to the first Unit on the list of the subject. 
The Units are represented by an icon.

You can access them by clicking on the icon or 
the link after the title. Preferably use the icon.



When clicking on the icon or the black button of 
the Unit you are directed to an Overview page. 

This page describes briefly the content of the Unit. 
It also, gives you direct links to Presentations and 
Handouts along with Tasks that need to be 
completed.

For online classes, these pages give an overview of 
the days of teaching, too.

Please get in the habit of accessing work through 
the Homepage and the Overview pages as it is 
much easier and clear to navigate.
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b) Overview Pages of Each Unit



Clicking on Modules brings you to a page with the 
Units taught during your course and all the materials 
and tasks of the Unit in the Unit box.

There are also boxes for other material relevant to 
your course. This all is still accessible through the 
Homepage and Overview pages.

Make sure the triangle next to the units are pointing 
down, so the tasks and material of the Units are 
closed. Otherwise, you will have a very long list here.

There is a way to track your work through the 
Modules page. This will be covered at a later chapter.
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c) Modules
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d) Outcomes

On the Outcomes page you can find the list of 
Units of your course and the outcomes and 
criteria you cover.



e) Google Drive
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You can access any files shared to you via 
Canvas on the Google Drive of account linked 
to Canvas.



f) Grades

The Grades page is getting thoroughly explained at a later point in the Guide.
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g) Chat

Chat (if visible) directs you to a live chat with 
any classmates or Tutors that are on the 
page.



4. Accessing Zoom

How to get on Zoom for online classes
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Zoom

We are using Zoom to do inductions and 
online classes.

You should download the app for free ahead 
of time from you App store (Google Store or 
Apple Store).
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To access your online class, just join the 
conference of the date from the Zoom page

OR follow the link on the invitation you 
have in your Inbox from your Tutor.



Apart from the regular rules that apply during any class in BAJ, there are  few extra ones for 
online lessons:

⁃ Always make sure you have your full name when logging to join the online class 
and have your camera on.

⁃ Always mute yourself when not speaking.

⁃ Respect the person talking and raise your hand from the function buttons at the 
bottom if you want to add something.

⁃ Make sure you do not speak for too long when you make a point. Respect your 
Tutor and classmates’ time.

Rules of Online Classes
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5. Submitting Work

a) Quizzes
b) Recording yourself answering
c) Assignments
d) Assignments on Google Drive
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a) Quizzes

Find the Task through the Overview page 
of the Unit and click on it. 

Tap on Go to Quiz.

Then tap on the Take the Quiz Button and 
start answering the questions.



In some questions you may need to upload 
a file. Find the file on your computer and 
upload it. 

Please have in mind that you can only 
upload one file to the question, not 
multiples. 

So if for example you are asked to upload 
photos, please 

⁃ put all photos on a Word/Google file, 

⁃ save it as a pdf and 

⁃ upload it.
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b) Recording Yourself 
Answering

If you have any problem writing or typing you can record yourself 
answering the question.

One of these tool above the questions can also be used to record 
yourself answering the question if you have problems typing. 

The button on the right will give you the option to upload a video 
file from your phone or to turn on the camera and the microphone 
of your device and you can record yourself on the spot. 

Make sure you state your name and date at the start of the 
recording.



For other parts of your course you need to 
upload photos of work products like pieces 
made or designs. In other cases you should 
produce short presentations.

⁃ Find the Task through the Overview page 
of the Unit and click on it. 

⁃ Read the instructions.

⁃ Click on the Submit assignment Button. 
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c) Assignments



⁃ Tap on Camera to take a photo on the spot and 
upload it.

⁃ Tap on Gallery to select a photo already saved on 
your phone.

⁃ Tap on Device to upload a file saved on your phone.

Assignments allow you to upload specific types of files:

⁃ pdf

⁃ jpg/jpeg

So make sure you check and convert your files as needed.

You can upload many files together from all sources.
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d) Assignments on the 
Google Drive

Some of your Assignments require you to fill 
templates set on a Google Document or 
Google Slides.

You get a copy of this document to your 
Google Drive automatically.

Just tap on the Launch external tool.



Once the external tool is launched then you will see 
the screen on the left.

To start editing, you have to tap on the blue letters at 
the right top corner. This will launch the Google Doc 
App on your phone and you can fill in the document.

Once finished you have to go back to the Canvas App 
and tap on the Submit button. BUT in order to submit 
you MUST go to Canvas and click the Submit 
assignment button. 

Your Tutor cannot see what you have done without 
you having clicked Submit.
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6. Accessing Feedback: 
Marks, Comments 

and Revisions

a) Tracking your work through grades
b) Tracking your work through modules
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a) Accessing Work Done and Pending 
Through Grades

1. Tap the box of your Course 
and then tap on Grades.
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2. You will be taken to a list of all the 
Assignments associated with the Units, 
categorised by Units.

If a submission is made but it is not yet 
marked, you will see a tick by the sign of the 
task.



Achieved

In need of revision
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Marked assignments will have the score below 
them.

To achieve your qualification you have to get 
100% of the points on the tasks. For a task of 
10 points you have to achieve 10/10. 

Once that is done, the work is complete. If 
your score is less than 10, like 9 in the example 
below, there are parts that need revision so 
you have to re-do the task.
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3. Tap on the Assignment and 
then tap on Submission & 
Rubric. 
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4. Tap on Comments to see the 
feedback left by your Tutor. 

Files will take you to any files 
attached. The Rubric shows which 
criteria are covered and which are 
not.



5. To re-do the task, go back.

6. Tap on Resubmit assignment and upload what is needed or View Quiz and then Take the quiz again.
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b) Tracking Your Work 
Through Modules

On Modules you will notice that 
Units have circles in front of them.
Tap on Units with a circle.
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Tasks in need to be done for your 
qualifications have requirements 
beneath them. Once you met the 
requirement, you will see ticks 
beside the tasks.

When all tasks are completed then 
a tick will appear in front of the 
Unit.
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⁃ If a task is not completed 
then tap on it and you are 
directed to it. If you have 
never done the task before, 
just take the quiz or Submit 
assignment.

⁃ If you have but you need to 
revise and the task is a quiz, 
then you get to see your 
latest submission and the 
Tutor’s comment on each 
question. You can then Take 
the quiz again.
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If you have but you need to revise 
it and the task is an assignment, 
then you get to see what you see 
through the Grades.

Tap on Submission & Rubric and 
then on Comments.

To resubmit, just go back and tap 
on Resubmit assignment



7. Questions and Support

When something goes wrong
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For simple things you can always Google to search on how to do certain things on Canvas. 
As said in the beginning, many schools, colleges and Universities are using Canvas and 
there is a lot of information on the internet.

For any other questions, your first point of contact would be your Tutor. 

If anything does not work as expected, please report to your Tutor ASAP. If they cannot 
help you on the spot, they know who to ask and who to report to.

A good practice would be to get screenshots of the problem and describe what you are 
doing and how Canvas misbehaves, so we can help you more efficiently.

114


