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Introduction 
Presenting your course materials to your students is one of the many functions of Canvas. When you 
start to build your Canvas course it is a good first step to upload these course materials (lecture 
slides, readers, assignment files, images, etc.) to Canvas in one action, and in a structured way. This 
saves time during the building process and makes maintaining your course easier. For this you use 
the Files section and this document shows the way how to use it. The idea is that you use the Files 
section in a course as a ‘storage area’ that is only visible for lecturers, and that you present the 
content to students in the Modules section. For the latter, see our best practice ‘Organizing course 
content using Modules’. 

Examples shown are made on a Window 10 computer and a Chrome browser. Canvas supports these 
browsers. 

Important: When files are uploaded to Canvas they have a published state by default. If you upload 
files you want to share with your colleagues but should not be accessible by students, you should 
unpublish these files. You can unpublish files by file or by folder in the Canvas course Files. 

 

The process outlined 
1. Organize your course materials in a folder structure on your computer. 
2. Create a zip file of all folders you want to upload. 
3. Upload all files in one action to your Canvas course 
4. Keep your file structure organized 

 

Step by step instruction 
1. Organize your course materials in a folder structure on your computer. This structure should be 
clear for you and your fellow lecturers that build/teach the course. If several lecturers are going to 
upload materials, decide about a structure together to streamline the course building process.  

2. Create a zip file of the folder structure you want to upload by sending them to a compressed 
(zipped) folder. This preparation is necessary so you can upload all your course materials to Canvas 
with one action, since Canvas can only import files and not folders. 

https://community.canvaslms.com/t5/Canvas-Basics-Guide/What-are-the-browser-and-computer-requirements-for-Instructure/ta-p/66
https://community.canvaslms.com/t5/Canvas-Basics-Guide/What-are-the-browser-and-computer-requirements-for-Instructure/ta-p/66
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-restrict-files-and-folders-to-students-in-Canvas/ta-p/610
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On Windows 10 you can create a zip file by selecting one or more folders and right click on the 
selection. In the context menu that appears choose Send to and then click on [Compressed (zipped) 
folder]. After some time the windows folder will show a .zip file that has the name of one of the 
selected folders.  

 

 

3. Upload all files with one action to your Canvas course 

Once you have prepared your course files in a zip file you can upload them to Canvas through the 
Files menu in your desired Canvas course. In the Files menu click the [Upload] button and navigate to 
your zip file in the file dialog that appears.  
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Click on [Open] and Canvas will present a dialog asking if you want to expand or upload the zip file. 

 

 

In this case you should click [Expand it] so Canvas will not only upload your zip file, but also expand it 
to the folder structure with all your course files. If you have a large zip file, this action might take 
some time to process.  
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In case you would want to import a simulation program for your students to download, you could 
choose [Upload it] so Canvas would upload the zip file as one file.  

 

4. Keep your file structure organized 

When uploading additional files into Canvas try to keep your file structure organized. You can upload 
files directly to a desired folder or create new folders in Canvas. You can also copy files between 
courses where you have a teacher role through the user files menu, by simply dragging files to a 
folder in another course.  

 

Important: Don’t forget to unpublish files that should not be accessible by students. Even when the 
Files menu is not active for students and the file is not presented under a Module or on a page, it can 
still be downloaded in an ePub if the file is not unpublished. There are several options to 
publish/unpublish files in Canvas. 
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https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-move-and-organize-my-files-as-an-instructor/ta-p/622
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-create-a-folder-in-Files-as-an-instructor/ta-p/964
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-view-my-user-files-as-an-instructor/ta-p/718
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-restrict-files-and-folders-to-students-in-Canvas/ta-p/610
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-restrict-files-and-folders-to-students-in-Canvas/ta-p/610
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