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Welcome to UCLA Extension 

Welcome to UCLA Extension!   

We’re excited that you are joining us on our mission of creating extraordinary learning experiences for 
adults of all ages. 

This Canvas Orientation course is just one step in the journey to assist you in creating a great online 
course.  Through this course, we will familiarize you with need-to-know features of Canvas and best 
practices in online and web-enhanced instruction.  The knowledge and skills you gain here will 
prepare you for your upcoming course and inform your teaching not only at UCLA Extension, but at 
any institution that uses Canvas as their learning management system.  We look forward to 
collaborating with you on this journey.  

Before beginning the orientation, please review and complete this pre-training packet which consists 
of the course description and tools to help prepare you in the design of your own online course. 

In addition to orienting you on Canvas fundamentals, this course is designed to prompt reflection on: 

The needs of your students 
How you will use pedagogy to inform your course design 
How you will share your expertise with your students  

We look forward to working with you in the upcoming Canvas Orientation as the first step in our 
collaborative relationship. 

Sincerely,  

The OIE Instructional Design Team: 
Kevin Gordon & Naat Jairam 
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Canvas Orientation:  Course Description 

This Canvas Orientation course will provide you with a foundation for effectively building, developing, 
and facilitating your course within the Canvas Learning Management System (LMS).  By experiencing 
Canvas from a student’s perspective, engaging with a variety of materials, and completing individual 
and group assessments, you will have the opportunity to demonstrate your ability to create a student-
centered and collaborative learning environment within your own course.   

Designed and facilitated by instructional designers from the Office of Instructional Enhancement, this 
course guides you through the planning, development, and implementation of your online, hybrid, 
and web-enhanced courses. Through active participation in peer discussions and completion of 
assignments, you will acquire the skills to develop a full course outline, course syllabus, and several 
completed lessons. Through revision, you will also cultivate a self-reflexive practice of iterative 
improvement that will inform your work at UCLA Extension. 

As a requirement of training completion, you will be expected to demonstrate effective competency 
using Canvas tools, applying pedagogical methodologies, and adhering to UCLA Extension best 
practices in order to teach courses with an online component for UCLA Extension.   

Topics covered include:  

� Exploring the key elements of course design 
� Creating a student-centered learning experience 
� Designing and deploying meaningful assignments and opportunities for feedback,  
� Practicing strategies for successful online instruction 
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In this course, you will be divided into three sections, depending on your instructor type.  Each section 
has its own set of requirements and estimated completion time: 

Section 1:   

You are a Returning 
UCLA Extension 
Instructor… 

… you have taught for UCLA Extension previously using Blackboard but have not 
yet taught online using Canvas. 

Required Coursework 
• Welcome Module 
• Week 1 Module 
• Course Review Submission 

Estimated Time*:  6 hours 

Section 2:   

You are a Web-
enhanced instructor… 

… you teach a face-to-face course that uses Canvas to distribute materials (e.g. 
syllabus), post assignments, and facilitate student discussion & collaboration. 
 

Required Coursework 
• Welcome Module 
• Week 1 Module 
• Week 2 Module 
• Course Review Submission 

 

Estimated Time*:  6-12 hours 

Section 3:   

You are a New Online 
or Hybrid instructor… 

Online 
…you are a new instructor teaching an online course with no physical classroom 
meetings. You will use Canvas for all course interaction. Students will use Canvas to 
access all lectures, assignments, quizzes, discussions, and other materials and tools. 
 
Hybrid 
…you are a new instructor teaching a hybrid course.  Hybrid courses utilize a strong 
online presence in combination with in-person classroom meetings. In addition to 
regularly scheduled face-to-face meetings, students will access Canvas for most of 
the course materials such as lectures, assignments, and quizzes. 
 
Required Coursework: 

• Welcome Module 
• Week 1 Module 
• Week 2 Module 
• Week 3 Module 
• Course Review Submission 

Estimated Time*:  9-15 hours 

 

* The estimated time includes the time spent in the Canvas Orientation course.  It does not include the 
additional time you will spend developing your own course. 

 

Note:  Participants must complete the outlined training requirements and earn at least 90% in the training 
course to be eligible to teach online for UCLA Extension.  Due to the limited amount of time between training 
sessions and the start of the quarter, all training deadlines are final and may not be extended under normal 
circumstances.   
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Defining the Needs of Your Students 

  

Who are your students? 

� Consider their professional background, goals, and prior experiences with continuing 
education.   

� Consider that many of your students may be international students, students with 
disabilities, or students who have different learning styles & different learning needs.  

� Consider that crafting course content in a variety of ways (with audio and/or visual 
media) can help your course be more inclusive. 

 

Why does the information covered in your class matter to the student? 

 

What are the Course Objectives? 

� Consider what you want students to learn or do as part of your course. 
� Consider what the broad goals of the course are. 
� Consider what skills you intend students to hone or acquire. 

 
 

What are the Learning Outcomes of the course?   

� Consider what important activities the students will be able to do after completing this 
course. 

� Learning outcomes need to be specific, measurable and observable. 
� Avoid using words such as "understand” when articulating outcomes.  Instead opt for 

action verbs such as "identify," "determine," or "recognize" that can be tracked in the 
activities in your course.  

 

Pay special attention to the last two questions.  
These questions will help you articulate clear Course Objectives and Learning Outcomes for 
your own students. 
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Designing Your Course Syllabus 

 
 
Does your course have an existing syllabus?  
 
If so, do you plan to make any changes to the structure or design of the course? We strongly 
suggest you discuss these changes with your Program Representative to ensure that your 
course design aligns with your department’s expectations. 

If your course does not have an existing syllabus, please consult with your Program 
Representative to ensure that your course design aligns with your department’s expectations. 
Your department may have a base copy of the course syllabus that you can work from.   

Keep in mind that in this training, you will translate the syllabus into the online environment.  
The more articulated your syllabus is prior to the training, the easier it will be for you to put it 
online.   

Please refer to the following syllabus template.  
(https://uclaextension.campusconcourse.com/view_syllabus?course_id=11818&public_mode=
1) 
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Course Outline 

 

Understanding that online teaching differs from classroom teaching, you will need to 
structure your course for the online environment.  This is accomplished by leveraging a 
modular format: organizing content into a collection of presentations, discussions, 
assignments, required and supplementary materials bound by a weekly topic.  As you outline 
your course, consider how you can design it modularly.  Consider which strategies and 
techniques you can use to engage your students in the online environment. 

Draft a rough outline for your course that includes the following: 

� Start dates for each week or unit  
� Weekly topics 
� Any activities, assignments, discussions, presentations, or other content contained 

within each week 
� Any holidays/days “off” for students (e.g. Thanksgiving Day) and any "makeup" days 

(check your meeting schedule) 

Make sure that each content item is labeled in a clear and consistent manner.  
Note that you may use any format that works best for you:  Numbered outline, table, etc. 
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Biographical Statement 

 

In the online environment, having a visible profile helps personalize the experience for 
students and helps convey a sense of “presence” in your communications with your class. 

 

Select a professional photo or avatar and write a brief biographical statement about yourself 
to share with students. Please include: 

� Your relevant work and educational history 
� Your expertise and scholarship 
� Your approach to teaching or teaching philosophy 
� Your expectations for yourself and your students. 

 

Biographies should be kept under 250 words. 

Strive to make this information specific, yet brief. 

Remember that this biography will appear to all students that you are teaching, so we 
encourage you to make the statements general enough to be applicable to any course you 
are teaching or will teach. As part of your training assignment, you will be adding this bio to 
your Canvas profile (instructions on how to do this will be provided when training 
commences). 
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Sample Biographical Statements: 
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le.  The d
esig

n o
f the co

urse d
isting

uishes the tim
ely fro

m
 the tim

eless and
 allo

w
s fo

r future revisio
n o

f 
the tim

ely co
ntent w

ithin an estab
lished

 fram
ew

o
rk.  The co

urse resp
o

nd
s to

 the chang
ing

 need
s o

f each ind
ivid

ual class and
 

ad
ap

ts to
 hig

hlig
ht current research and

/o
r w

o
rld

 events. 

Fo
u

n
d

atio
n

s o
f a G

o
o

d
 C

o
u

rse  
W

ays to
 M

ake yo
u

r C
o

u
rse G

reat(er)  

C
reate a p

lan fo
r ad

d
ing

 new
 insig

hts to
 the co

urse and
 

resp
o

nd
ing

 to
 each new

 class o
f stud

ents. 
G

ive stud
ents a w

ay to
 share their exp

erience w
ith the co

urse 
co

m
m

unity. 

D
esig

n assig
nm

ents so
 that stud

ents m
ig

ht surp
rise yo

u w
ith 

new
 insig

hts, id
eas o

r exam
p

les o
f co

urse co
ntent. 

D
esig

n lesso
ns so

 that yo
u can sw

ap
 so

m
e co

urse co
ntent 

each q
uarter w

hile m
aintaining

 the o
verall fram

ew
o

rk o
f the 

co
urse.    

 
G

ive stud
ents a w

ay to
 p

ro
vid

e feed
b

ack ab
o

ut the co
urse to

 
assist revisio

n fo
r future q

uarters. 
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 Fo
rm

a
tive

 A
sse

ssm
e

n
t Se

le
c

tio
n

 &
 Im

p
le

m
e

n
ta

tio
n

 

U
se the fo

llo
w

ing
 chart to

 help
 create p

ro
jects o

r assig
nm

ents linked
 to

 O
utco

m
es/C

o
m

p
etencies in yo

ur C
o

urse Syllab
us. 

 
A

:  Learning
 O

utco
m

es &
 

C
o

m
p

etencies 
B:  Skills/Kno

w
led

g
e/Id

eas 
in A

ctio
n 

C
:  Pro

ject o
r A

ssig
nm

ent to
 

D
em

o
nstrate B 

D
:  Id

eas fro
m

 Self/Peer 
R

eview
 fo

r Im
p

lem
entatio

n 
1 

 
 

 
 

2 
 

 
 

 

3 
 

 
 

 

4 
 

 
 

 

 
A

. 
Id

entify a learning
 o

utcom
e o

r co
m

p
etency in your co

urse. A
 learning

 o
utco

m
e is a statem

ent w
ith an actio

n verb
 that articulates the 

m
easurab

le evid
ence o

f successful instructio
n.  

B. 
State any skills, kno

w
ledg

e, o
r id

eas yo
u w

o
uld

 like to
 see w

hen ap
p

lied
 by the learner.  

C
. 

Ind
icate the Pro

ject, A
ssig

nm
ent o

r A
ctivity yo

u can use to
 d

em
o

nstrate the skills, kno
w

led
g

e, o
r ideas m

entio
ned

 in B. Exam
p

les are: 
 

A
ctivities to

 p
ro

m
o

te p
ractice &

 eng
ag

em
ent 

Lo
w

er-stakes o
p

p
o

rtunities to
 b

uild
 co

nfid
ence 

R
o

le Playing
, C

ase Stud
ies, Peer Presentatio

ns, Interview
, 

R
esearch-Based

 Pro
jects 

Pair-sharing
, Sm

all G
ro

up
 A

ctivities, M
o

d
eling

, In-C
lass Po

lling 

D
. 

Fro
m

 d
iscussio

n w
ith yo

ur p
eers o

r self-exam
inatio

n, co
nsid

er d
etails and

 p
o

tentials o
b

stacles fo
r im

p
lem

entatio
n. C

o
nsid

er ho
w

 this 
activity w

ill b
e integ

rated
 into

 the stud
ent’s learning

 in the co
urse and

 the stud
ent’s w

o
rld

. 

Based
 o

n g
uid

es in: Stavred
es, T &

 H
erd

er, T. (2014). A
 G

uid
e to

 O
nline C

o
urse D

esig
n: Strateg

ies fo
r Stud

ent Success. Jo
hn W

iley &
 So

ns. 


