
 
 

 
 

Canvas is located at http://canvas.jcu.edu and can also be found by going to the JCU homepage and 

hovering over Current Students in the upper right hand corner 

 

 

 

 

 

 

 

 

The log-in process used the same username and password as you would use to log-in to any campus 
computer. The username is the same as your email (without the @jcu.edu part).  

 

 

Once you’ve logged in to Canvas, you’ll see the Courses menu on the left-hand side of your screen.  

http://canvas.jcu.edu/


 
 

 
 

 

 

When you click on the word Courses, you’ll see a list of your classes.  Choose your class. 

 

 

 

 



 
 

 
 

Just to the right of the left-most menu, there are a number of options.  Click on Assignments.  

 

 

Click the big blue + Assignments button. 

 

 

 

 

  



 
 

 
 

You must give the assignment a name, which goes in the first box. 

 

 

 

 

 

 

 
 
 
 
 
The big box (below the name box) is a place where you can type your assignment description or paste 
it in from another document. It has a decent selection of formatting options. 

 
 

 

 

 

 

 

 

 

 

 

Those who actually assess student work from your course (core subcommittee members, for example) 
have requested a copy of the assignment students are given. Once the set-up is completed, I will be 
able to access the text you put in this box, so please include the assignment description here. 

  



 
 

 
 

You can also use the Documents menu above the big box to insert a link to an uploaded document 
(a reading, or the assignment description, etc.).   

 

You’ll choose Upload Document if it’s not already in your Canvas course or Course Documents if it 
is. 

 

The name of the file will appear as a blue link in the assignment description box.  Students will be able 
to download your file by clicking on it. 

 

 

 



 
 

 
 

 
Below the big description box are a number of other options. The first allows you to set how many 

points the assignment is worth. If you are only using Canvas for assessment, feel free to set this to 0 

and set Display Grade to Complete/Incomplete.  Points, Assignment Group, and Display 

Grade all have no impact on assessment at all. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Submission Type is important.  Students will only be able to upload their work if you set it to 
Online1.   

  

                                                   
 
1 For CAPA and QA and other areas where student work cannot be uploaded to Canvas, set this to On 
Paper or No Submission. 



 
 

 
 

Once you’ve selected Online, you also must also tell it what type of online entry to allow.  File 

Upload is the most likely. It allows students to upload a file. Text Entry gives them a box in which 

to type their answer with some limited formatting choices. Website URL allows them to provide a 

link to a website (for e-portfolios, for example). Media Recordings is for video or audio files. 

 

 

 

 

 

 

 

 

Near the bottom of the page, there is a Due Date box. Filling in this field will make the assignment 
show up on students’ Canvas calendar and will automatically mark their work late if it is submitted 

after the due date. (The 



 
 

 
 

If you didn’t Save & Publish 



 
 

 
 

On the far right, you’ll see this: 

 

Click Publish! 

 

  



 
 

 
 

Look over the rubrics your core category needs to use. In Canvas language, each row of each rubric 
exists individually as something called an Outcome. You’ll be importing each Outcome into your class, 
so that you can use them to build rubrics. 

Outcomes is one of the options in the list on the left side of the page.  

 

This takes you to the Outcomes screen.  You’ll want to click on the Find button: 

 

 

 



 
 

 
 

Click on Account Standards. 

 

 

 

Then, click on John Carroll University. 

 

 



 
 

 
 

Next, click on Integrative Curriculum. 

 

 

All of the Outcomes you need are in folders inside of the Integrative Curriculum folder.  The notes 
for your category below will tell you which Outcomes you need and in which folders to find them. 
Keep going through folders until you find an Outcome.  For this example, I need the LINK problem 

solving Outcomes, so I clicked on Integrated Courses, then Linked Courses, then and then I 

click on the first Outcome listed (L2A1 Student identifies…

). 

 



 
 

 
 

 

Click the blue Import button in the lower-right hand corner. 

 

 

 

Click OK in the pop-up window. 

 

Repeat the process until all of the Outcomes are listed on your Course’s Outcomes page. 

 



 
 

 
 



 
 

 
 

Find the Assignment you want to link a rubric to and click on it.  Your screen should look something 
like this: 

  

 

The button looks like this. 

 

 





 
 

 
 

 

  



 
 

 
 

Make certain that the Use this criterion for scoring checkbox is empty!  Then click the blue 

Import button. 

 

 

Click OK on the pop-up box. 

 

In the upper right hand corner, click on the Add Criterion link beside the blue plus sign. 

 

 

 

 

 

 

 



 
 

 
 

You’ll be asked to give a name for the row (and you’ll have the option to add a longer description). 
Once you have, click OK. This will add a new row to the rubric, which you can then edit.  You have 
a lot of options: 

 

Click the pencil icon next to the Criterion name to edit the Criterion description or longer description. 

 

 

 

  



 
 

 
 

To add a box, mouse over a cell wall and click the double-ended arrow to split a single cell into two. 
Split cells on the row as often as necessary to create the desired number of ratings. 

 

 

You can change the name of the box and its point value by clicking the pencil in the box. Any boxes 
you add will come with a trashcan icon (click to get rid of them). 

 



 
 

 
 

You can change the total number of points a row is worth by typing in the Pts box. (Canvas will 
automatically recalculate the box values for you). 

 

 

Click the trashcan in the description box to delete the entire row (Criterion). 

 

  



 
 

 
 

 
You can now change the rubric’s name, if you want.  You also will see three checkboxes below the 
rubric: 

  
 

The Use this rubric for assignment grading box should be checked, which will remove the 

Hide score total for assessment results box.   Now click the Update Rubric button. 
 
You’ve successfully created your rubric! 
 
 
 


