
CANVAS IMPORT INSTRUCTIONS 

 

Step 1 

Go to https://canvas.instructure.com/ or login to your Canvas account through your school. 

If you need a Canvas account, please create one, then use that account to login at the same 

address: https://canvas.instructure.com/  If you already have Canvas set up through your 

school, skip to step 2. 

 

Step 2 

Once you are logged in, you will be taken to your account dashboard. In the right column, click 

the button that says "Create a New Course." If you are importing content into an existing course, 

open that course in Canvas, and skip to Step 4. 

 

Step 3 

Name your course and give it a Short Name or abbreviation. Select “Private (Copyrighted) for 

the Content License. Click the "Create Course" button. 

 
 

Step 4 

You will be taken to your new course home page. In the right navigation bar, click the "Import 

Existing Content" button. 

 
 

 

 



Step 5 

On the Import Content page, from the Content drop-down, select "Common Cartridge 1.x 

Package" 

 
Step 6 

For the Source, click the "Choose File" button. Navigate to the folder containing the Common 

Cartridge file you downloaded. Select the file name and click "Open" 

 

Note: The file extension for Common Cartridge is .imscc and does not have a file-type icon. 

 

 

 
 

 

 

 

 

 

 



Step 7 

For the Content, select "All content" and then click the "Import" button. Depending on your 

Internet speed, the import may take several minutes. The import progress will show at the 

bottom of the screen. Once the job is complete, you should see it noted as "Completed." If it 

says "Queued", and isn't making progress, refresh your browser. 

 
 

Step 8 

Now that the import is done, you will be able to access all of the course contents. Click the 

Modules link in the navigation sidebar. 

 
 

 

Step 9 

You can now see the course contents for Units 1 through 12. Each unit can be customized to 

your teaching preferences. We have set the course exams and teacher notes to be unpublished 

by default. You will need to set up your course settings, grading, students, etc. and publish 

contents as needed. You will also need to set up grading points within each exam and 

assignment.  

 
 

 



Step 10 

We have also created a course home page that you can customize for your classes. If you do 

not wish to use this page, you can remove it. 

 

 
 

 

 

 

 

 

COPYRIGHT NOTICE 

 

Please keep in mind that all course content is Copyrighted by Sports Career Consulting, LLC, 

and may only be used by the licensee. Course content sharing beyond your own personal 

classroom, either physical or virtual, is prohibited. 

 

TECH SUPPORT 

 

If you are experiencing problems with Canvas LMS, please contact your school’s technology 

department, or Canvas/Instructure help. SCC can provide support for our instructional materials 

only. 

 

 


