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How to Use WSSU Department Admin Account 
 

As a WSSU department admin, you can view department sub-accounts in Canvas. Sub-accounts help establish your 
account's hierarchical structure and house courses and enrollments. 

All of your institution’s sub-accounts are located within the WSSU’s root account called “Winston-Salem State 
University” and/or ”All Accounts”.  Note: Each sub-account can include additional nested sub-accounts and you can 
access all of the nested sub-accounts. 

Sub-accounts were created via API or SIS upload from Banner and retain the identifiers for departments names as listed 
in the Banner system.   

To access your Canvas sub-account’s Global Navigation, click the Admin link icon.  You will see the sub-accounts assigned 
to you (in the top section) and the WSSU sub-accounts called “All Accounts” (in the bottom section).   

Please note that depending on your assigned sub-accounts, you may see a sub account and notice that the sub-account 
is in the account The College of WSSU. 

 

Figure 1 Admin Tab sub-accounts 
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Next, click the name of the department or sub-account you want to access to view information or run course analytics.  
Select “The College Of WSSU” and this will take you to the sub-account. 

 

 

Figure 2 Admin Tab sub-accounts 

 

While in the sub-account, you can view courses, statics, attendance, analytics and settings. 

 

Figure 3 Sub-account Navigation tabs 
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Courses 

o Here is where you can search for any course in the sub-account – either scroll through the courses in the 
list or use the search to enter course ID parameters 

o You can filter or use the search box to type partial parameters for the course. 
o Once you find a course, you can click the course name to open the course 

 

Figure 4 Courses Tab 

 

• Statistics 
o Here you can see recently started courses and recently ended courses 
o You can also see recently logged in users 

  

Figure 5 Statistics Tab 
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Attendance 

o Here you can see option boxes which will allow you provide parameters to generate an attendance 
report.  

o Provide the search parameters and Run report.  
o After the report has been generated, it will be sent to you via email. 

 

 

Figure 6 Attendance Tab 

 

• Analytics  
o Here you can see analytics for the sub-account.  You must select a term first. 
o You can see the sub-account courses, teachers, students…, and see the trend data recorded by the 

Canvas system. 

 

Figure 7 Analytics Tab 
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• Settings 
o Here you can see who are departmental level admins for the sub-account.  You may also see global 

announcements and apps. 
o Reports can be run from the reports tab 
o These are the standard Canvas system reports 
o You will need to select the configure button to run a report and supply the parameters. 

 

Figure 8 Settings Tab 

  

• Example: Configure and run Teacher Activity 
• Note you can click on the little question mark next to the name of the report to see an example of the report 

details 

 

Figure 9 Example Report Results 
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Run a report 

o Select the report you want to run 
o Click configure 

 

 

Figure 10 Settings Reports Tab 

 
o Select the term and run report 

 

Figure 11 Configure Report Options 
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o When the report completes, it will send you and email notifying you the report is ready and click to 
download through your browser.  The report will be downloaded in the form of an Excel CSV file. 

o You can also download a copy of the report from the reports screen – Click the little blue arrow to 
download a copy of the report. 

 

 

Figure 12 Download Report Link 

 

• Example Report 

 

Figure 13Example Report Output 




