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Maximizing Course Storage 

Canvas Tip Sheet
 

This tip sheet explores how to check course storage limits, organize and clean up files, and remove 

unused or duplicate content. It covers storing and sharing large files and videos outside of Canvas using 

tools like Panopto and OneDrive. 

Understanding and Managing Course Files 

• Each course has 1 GB of storage. Go to Files in your Course Navigation and then scroll to the 

bottom to see the percentage used of your 1 GB allocation. How do I view course files? 

• Items like the Syllabus, Files, Modules, Activity Descriptions, etc. take up storage in your course. 

• Removing Items from Modules does not delete them from the course. Go to the relevant Index 

in your course for permanent deletion.  

• Clearly name all files so they can easily be organized and duplicates deleted. How do I move and 

organize files? 

• Keep an eye out on the sizes of your files; the numbers add up. Sort files by size to identify those 

taking up the most space. 

 1,000 MB (Megabytes) in 1 GB (Gigabyte) 

 1,000 KB (Kilobytes) in 1 MB 

Sharing Videos 

• Upload ALL videos to Panopto, UM’s video hosting platform. Since videos are stored in Panopto 

rather than Canvas, they will not use any of your allocated course storage. For more information 

enroll in Getting Started with Panopto. 

• Videos for a specific course should be stored in that specific course folder in Panopto. Doing this 

will ensure the share permissions to the videos align with course enrollment for that semester. 

• If your videos are in the “My Folder” in Panopto you will need to ensure the Share setting of 

your Panopto video are set to “Anyone at your org who has the link.” How to Share a Panopto 

Video 

Storing and Sharing Files Outside of Canvas 

• For sharing large files, such as large PowerPoints, use your employee OneDrive. 

• Create a folder for your course and upload the files there to share via a view only link. Read our 

tipsheet on Using MS OneDrive to Share and Collaborate for further instruction.  

• PDFs of research articles may be able to be linked directly from the Mansfield Library. Search the 

Mansfield Library’s Collection of resources to find the article links. 

mailto:LEAD@umontana.edu
https://community.canvaslms.com/t5/Canvas-Basics-Guide/How-do-I-view-course-files/ta-p/617226
https://community.canvaslms.com/t5/Canvas-Basics-Guide/How-do-I-move-and-organize-files/ta-p/617197
https://community.canvaslms.com/t5/Canvas-Basics-Guide/How-do-I-move-and-organize-files/ta-p/617197
https://canvas.umt.edu/enroll/LHPCN7
https://support.panopto.com/s/article/Share-a-Video
https://support.panopto.com/s/article/Share-a-Video
https://umconnectumt-my.sharepoint.com/
https://www.umt.edu/canvas/tip-sheets/files/microsoft-onedrive.pdf
https://www.umt.edu/library/
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Things to Remember 

• At the beginning of a semester, import specific content instead of the entire course and check 

your files in canvas for duplicated, outdated, or unused files. For detailed instructions, read the 

Importing Course Content Tipsheet  

• Insert Course Images instead of uploading multiple copies of the same file. How do I embed 

images from Canvas into the Rich Content Editor? 

Learn More 

• Consult the Canvas Instructor Guides for updated information on how to use Canvas. 

• Find on-demand resources and support at LEAD’s Teaching and Canvas Help webpage. 

• Register for live LEAD faculty trainings on Griz Hub for focused training on using Canvas. 

mailto:LEAD@umontana.edu
https://www.umt.edu/canvas/tip-sheets/files/importing-course-content.pdf
https://community.canvaslms.com/t5/Canvas-Basics-Guide/How-do-I-embed-images-from-Canvas-into-the-Rich-Content-Editor/ta-p/618227
https://community.canvaslms.com/t5/Canvas-Basics-Guide/How-do-I-embed-images-from-Canvas-into-the-Rich-Content-Editor/ta-p/618227
https://community.canvaslms.com/t5/Instructor-Guide/tkb-p/Instructor
https://www.umt.edu/educational-initiatives-innovation/learning-experience-design/teaching-canvas-help/default.php
https://grizhub.umt.edu/organization/lead
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