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Set Up of Credit Recovery  

Courses in Canvas  
2024-25 

 
Step #1:  
Canvas Credit Recovery courses must be created in the Master Schedule by your building Records Secretary. 
Primary teacher must be a Certificated Teacher. Success Coordinator is assigned as a Secondary Teacher on each 
of the courses. If you are not added as Secondary on the course, you will not see them on your Canvas 
Dashboard.  
 
Step #2: 
Student is scheduled into the Canvas Credit Recovery course in eSchool. 
 
Step #3: 
Once a student is scheduled in the course in eSchool, in order for the student to see the Credit Recovery course 
in Canvas, an initial request to LMS to sync the Canvas blueprint needs to be submitted for that specific 
course(s). This is only needed once for each course each semester. Once it is generated, additional students who 
are scheduled in the Canvas Credit Recovery course will see it within 24 hours of being scheduled in the course. 
 
Important: There has to be at least one student scheduled in the Canvas Credit Recovery course before it can 
be generated.  Unfortunately, you cannot submit one ticket with all the Canvas Credit Recovery courses for the 
whole semester. You may have to create tickets at different times throughout the semester as kids are 
scheduled in the course. Once it is generated, you do not have to do it again for this semester. You will have to 
do it again next semester, though.  
 
It is very important that you use the correct HelpDesk template Please use the Canvas Request template, 
HelpDesk Home > Request Something >  Software & Systems > Canvas Request or click this link: Canvas Request. 
Before filling out the template, save this link to your browser for future use. 
 
In the ticket, please include the following information (can be attached as a separate spreadsheet): 
Example: 

Semester Course Code Title Primary 
Teacher 

Secondary 
Teacher 

Period 

1 SCI935 Physics in the Universe CR Poe, G Linder, J 8 

      

 
 
In the Summary field, please use the following verbiage: Blueprint Sync Request. If you are not clear in your 
summary, there could be a chance that your ticket will be closed without completing the ticket, because the LMS 
Analyst thinks it is a crosslisting request which requires a different template.   

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Feverettsd.service-now.com%2Fsp%3Fid%3Dsc_cat_item%26sys_id%3D2e59462ddbff0c505e3054f948961977%26sysparm_category%3D8462670fdb81ff0028b3e8ca489619c9&data=05%7C02%7CJBarbano%40everettsd.org%7Cfcd1b977d57d4816713008dcc213b6c0%7Ca6158ef04f854b0da599925097f77b3d%7C0%7C0%7C638598637131876062%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=RzfazXpuw6DXowd6DaM4WXoxOtR3qmTDagPprHQ4K18%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Feverettsd.service-now.com%2Fsp%3Fid%3Dsc_cat_item%26sys_id%3D2e59462ddbff0c505e3054f948961977%26sysparm_category%3D8462670fdb81ff0028b3e8ca489619c9&data=05%7C02%7CJBarbano%40everettsd.org%7Cfcd1b977d57d4816713008dcc213b6c0%7Ca6158ef04f854b0da599925097f77b3d%7C0%7C0%7C638598637131884292%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=wu%2BpBegzjWbFpahKPZyO774p13dZzvhhA9GrE8fBRZQ%3D&reserved=0
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