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Top Tips for Optimizing Canvas for Students 

Summary 

1. Using different calendars 

2. Scheduling with group members 

3. Communicating with groups 

4. Booking an appointment with a professor/teaching assistant 

5. Viewing the Dashboard using List View 

 

Using Different Calendars 
 

In the Calendar tab, on the right hand side, there is a checklist of available calendars 

that can be made available for you. These include calendars for all of your courses, 

groups, and an individual calendar. At the beginning of each semester, or when you 

join a new group, ensure that all of the appropriate calendars are selected to be 

visible on your calendar. The picture below shows what it will look like when certain 

groups are selected in your calendar (‘Team 6’ and ‘Group 7’ are selected). This can 

also be used for course calendars as well. 

 
 

Scheduling with Group Members  
 

Once your appropriate calendars are selected, this is a great tool to use to schedule 

group meetings with your classmates. You can create a new event in your calendar 

and schedule it to appear in all of your team members’ calendars. Be sure to select the 

correct calendar when creating the event, so that the correct group sees it. You can 

also add a meeting link in the location bar so the group always has easy access to 

meeting information. The image below shows what it will look like when you create a 

new event in the calendar. Ensure all members are available at the time you are 

scheduling and that they know how to access the group calendar. 
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Communicating with Groups 
 

a. Announcements 

 

Another way to communicate in your groups is by making an announcement in the 

specific group. This can be done by clicking on the “+Announcement” button in the 

top right corner of the announcement tab in your group’s page. Simply create your 

announcement, and it will be visible for your other group members. 

 
 

b. Discussion Board 

 

You can also contact the whole group by creating a discussion post in the Discussion 

tab of your group’s page. To do this, simply click on the “+Discussion” button in the 

top right corner of the screen, as seen in the image below. You may find this useful to 

communicate with your group members and collaborate effectively.  
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c. Messaging in the Inbox 

 

When trying to contact your group members, navigate to the Inbox and start a new 

message. When in the compose message pop-up, select the course in which the group 

is located, select the address book icon to the right of the “To” box, and click ”Student 

Groups” to find your group, as shown in the picture below. From here, you can send a 

message to individual students or the entire group.  

 

 
 

Booking an Appointment 
 

If your professor has scheduled office hours through Canvas, they can be viewed on 

the right hand side of the Calendar. Select “Find Appointment” and choose the 

appropriate class to view the available time slots.  
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From there, select the time slot you plan on attending, so that no one else claims it, 

and your professor knows you will be attending.   

 

 
 

 

Viewing the Dashboard in List View 

 

There are multiple ways to view the Dashboard. The “List View” allows you to view 

what is due on each day from all of your courses to help avoid missing due dates. To 

view the dashboard in list view, make sure “Dashboard” is selected on the left side of 

your screen. After “Dashboard” is selected, select the three dots on the right of your 

screen then select “List View”.  
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