
 

 

OIT INSTRUCTIONAL DESIGN AND TECHNOLOGY TEAM 

CANVAS END-OF-SEMESTER CHECKLIST 
GENERAL INFORMATION 

☐ You do not need to unpublish your completed course. Student access is automatically removed three weeks 
of the semester end date, and courses are required to remain accessible to students during this period. 

☐ We recommend posting a Canvas announcement in your course after you have submitted final course grades, 
advising students that you will no longer be active in the completed course shell. 

☐ Although faculty can expect to retain access to course shells for two years after the end of each semester, 
some instructors like to retain a grade record outside of Canvas for long-term storage. For information on how 
to do so, please review the Canvas support page, How do I export grades in the Gradebook? 

☐ Help! Some of my Canvas courses have disappeared! Don’t panic…your courses are still there. The Canvas 
Dashboard can only display a maximum of 20 course tiles. As a result, as new shells are created for the next 
term, you might not see them, or you might see older course tiles disappear. To learn how to customize your 
Canvas Dashboard to show your latest courses, review the IDT Team’s video, Crash Course - Canvas Dashboard 
Items [3:07]. 

☐ Preparing for the next semester? Please review our team’s resources, Start-of-Semester Checklist 
(PDF) / Interactive Overview (Includes Downloadable PDF) for a detailed checklist of recommended steps. 

☐ Will you have TAs for the upcoming semester? IDT can no longer accept requests from instructors for TA 
enrollments. Please provide your Dean (or their designate) with the information they’ll need to approve and 
submit TA enrollment requests. Please refer to the details available on our Manual Canvas Enrollments page 
for more information. 

☐ Do you have students finishing Incompletes in FA24 classes? Please email the following information to our 
team at IDT@uhcl.edu: 

• Student name and ID# 

• Course information, including whether the user should be reactivated in the original shell or in the 
upcoming semester offering. 

• Date on which the student’s access should be removed. 

NEED HELP? 

☐ Use Canvas’ 24/7 live chat or telephone support for faculty/staff Canvas users. NOTE: Please do not direct 
students to those resources. 

REMINDER! For UHCL-hosted support resources listed below, please keep in mind that the university and all 
offices (including OIT) close at 5:00 PM on Friday, December 20, 2024, and reopen on Thursday, January 2, 

2025. 

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-export-grades-in-the-Gradebook/ta-p/809
https://echo360.org/media/160b77f5-41dd-4808-a333-ac5aed8b607e/public
https://echo360.org/media/160b77f5-41dd-4808-a333-ac5aed8b607e/public
https://www.uhcl.edu/computing/course-development/documents/support/faculty/semester-start-checklist-2024.pdf
https://www.uhcl.edu/computing/course-development/documents/support/faculty/semester-start-checklist-2024.pdf
https://rise.articulate.com/share/mhEej29gGbjmKCU1XpDnCcJPVLzxTTB0
https://www.uhcl.edu/computing/course-development/canvas-faculty-support/manual-canvas-enrollments
mailto:IDT@uhcl.edu
https://rise.articulate.com/share/PHEqOmVfhZSlwkEStPygAlzVSKRItTZx
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☐ Join one of the IDT Team’s virtual drop-in support sessions. 

Teams Meeting Link (Effective 1/2/25) 

Monday: 10-11 a.m. 
Tuesday: 1-2 p.m. 
Wednesday: 6-7 p.m. 
Thursday: 10-11 a.m. 

☐ Contact the IDT team at IDT@uhcl.edu or by contacting our colleagues in the OIT Support Center 
(supportcenter@uhcl.edu or 281-283-2828). A help ticket will be created and assigned to the most 
appropriate or next available team member. We strive to address all help requests within two (2) business 
days, although response times are typically much faster. 

https://teams.microsoft.com/l/meetup-join/19%3ameeting_ZmUzMTBlZjQtODFkZi00ZjJiLWI0NWMtYjE3OGQ3OTFhYjE3%40thread.v2/0?context=%7b%22Tid%22%3a%22593fa49a-b093-407c-9f67-1f50b77cb432%22%2c%22Oid%22%3a%22b095a4ea-3de5-4ae1-80e4-94cf66a852c1%22%7d
mailto:IDT@uhcl.edu
mailto:supportcenter@uhcl.edu

