
 

CANVAS SEMESTER START CHECKLIST 
The beginning of a new semester is an exciting time for institutions, admins, instructors, 
and students. We’ve compiled a checklist of frequently-seen issues during this time that will 
help avoid any hiccups and ensure your semester starts smoothly.  
 
 

ADMIN SEMESTER CHECKLIST 
For troubleshooting or more information, check out the  Canvas Guides for Admins. 
 

❏ Ensure your Semester Start and End Dates are correct. 
❏ Understand the relationship between Course Overriding Term Dates (course vs 

account) . 
❏ Understand the relationship between Course Overriding Term Dates (course vs 

account) for SIS . 
❏ Ensure new user emails for your institution are created before creating users’ accounts 

in Canvas. 
❏ Ensure courses are created before users are enrolled in them.  
❏ Cross list courses prior to course start . 
❏ Ensure users can see their courses in their course lists (publish courses). 
❏ Ensure your courses  AND course content  are published. 
❏ Ensure users know some classes will not be viewable until the first day. 
❏ Give users the correct login URL for your institution. 

❏ Ensure users know the email address linked to their account for password 
resets. 

❏ Ensure users are receiving notifications by verifying communication channels. 
❏ Be familiar with admin tools: 

❏ How to view Grade Change History . 
❏ How do I see when course settings were changed, by who, and when a course 

was published? 
❏ How do I restore a course? 
❏ How do I see which Notifications have been sent to a user? 

❏ Read What should I encourage instructors to do at the beginning and end of each term? 
❏ Send out the Instructor Semester Checklist (below). 

 
 

 

GENERAL TIPS AND TRICKS FOR ADMINS 
❏ Do NOT run a Batch SIS import with only new enrollment data. 

❏ Doing so will delete all your enrollments not mentioned in the SIS file. 
❏ Read What are SIS Imports? 
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INSTRUCTOR SEMESTER CHECKLIST 
For troubleshooting or more information, check out the  Canvas Guides for Instructors 
 

❏ Ensure your quizzes are set up correctly 
❏ Check that the correct points are set for each question in Canvas. 
❏ If a quiz is taken in-class and not in Canvas, create a No Submission  assignment 

for the quiz. This will create a column for the quiz in the gradebook. 
❏ Ensure your Modules are published. 

❏ Use the Test Student  option in your course to review the setup of your Modules 
and ensure they flow as intended. 

❏ Check for broken links in Pages. 
❏ Verify that links refer to the current course. 

 
 

 

GENERAL TIPS AND TRICKS FOR INSTRUCTORS 

★ The  Reset Course  button (in course settings) will permanently delete all current course 
content. Navigate to individual areas in Canvas to make edits. 

★ Conversation messages will not be delivered to users if the course is unpublished. 
★ You cannot send messages using the Conversations tool to users not enrolled within 

your courses.  
★ Use 11:59 pm instead of 12:00 am midnight for course end dates as midnight is the start 

of the day you specify; it is not the end of that day.  
★ Check that term dates are valid. 

○ If students are to have access up until 12:00 am midnight on a specific date, 
make sure to set up the term end date for one day after your specified date.  

★ View Visibility  options  can prevent students from seeing their courses in the courses 
drop-down menu.  
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