
Weekly Update #32 – Getting ready for next year 
 
To those staff who are new to this regular weekly update on Canvas, our new learning management 
system, we offer a warm welcome.  

 
This week we provide reminders regarding cross-listing courses and manual courses. As part of the 
reminders to help staff to get ready for next year, we also offer some tips and resources on: 
 
- setting up your Syllabus page 
- using rubrics for setting marking criteria 
- publishing your course  
- setting start and end dates for your course 
- importing work from the sandpit into the course shell 
 
Update on Manual/Non-Standard Courses 
Last week an email, with a request form attached, was sent to owners of manual or non-standard 
courses in Cecil asking them to provide information on the use of the course, to inform how they will 
be supported to transition to the new world and Canvas. A manual or non-standard course is a 
course created for ‘non-course groups’ such as Tuakana, or an aggregated set of courses used for 
sending notifications to students. If you received this message but have yet to respond, a reminder 
to respond soon to canvashelp@auckland.ac.nz. 
 
Course Publishing 
Now that 2016 courses are being populated with students, some staff have expressed concern about 
what students might see prior to the start of the course. In short, they will see nothing if the course 
is not published. You can also set start and end dates in the course settings. Once the course is 
published, you can identify which components you wish to hide or expose. Here is information from 
the Canvas Community regarding those settings: 
 
How do I publish my course?  
https://community.canvaslms.com/docs/DOC-2707 
How do I change the start and end dates for my course? 
https://community.canvaslms.com/docs/DOC-2910 
 
Tips on using the Syllabus in Canvas 
The Syllabus in Canvas is where key course information is contained, and made available to students. 
Here are the easy steps to commence adding content to your course Syllabus: 
•   Navigate to your course 
•   Select Syllabus from the Course Navigation menu 
•   Select Edit syllabus description from the right-hand menu 
•   Enter information (check with your Faculty’s Transition Team if there are guidelines, instructions 

or a preferred template to be taken into consideration) 
It’s easy to set the Syllabus as the homepage, just click on Choose Home Page (available in the right-
hand menu when you first enter your course) and select Syllabus from the menu. To learn more 
about the Syllabus, follow the link https://guides.instructure.com/m/4152/l/55577-how-do-i-use-
the-syllabus-as-an-instructor and refer to instructions provided in training. 
 
Cross-listed courses in Canvas 
As advised in previous updates, our new LMS, Canvas provides the benefits of cross-Listing and staff 
can opt-in for their course to be cross-listed. It saves staff time by managing content across 
combined courses from just one primary course in Canvas. A notification was sent to staff who had 
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combined courses in Canvas as at 3 November, and those who opted in through this tranche have 
now been cross-listed. If you didn’t receive this on 3 November, you can now opt-in for your course 
to be cross-listed by emailing canvashelp@auckland.ac.nz. 
 
For those who are not familiar with cross-listing, it is a feature in Canvas that allows staff to manage 
content and students for combined courses from one primary course in Canvas. It is the 
recommended solution for courses that are taught at the same time and location, and offer the 
same content. It’s also a good option for full year courses taught across two semesters (A and B), 
removing the need to maintain two separate ‘course shells’ in Canvas.  
 
Using Rubrics in Canvas 
You may like to explore the Canvas functions for setting marking criteria with assignments: 
https://community.canvaslms.com/docs/DOC-2897 
 
Course Import tool 
For those who created content in the sandbox and need to migrate content to your course shell, we 
recommend talking to your Faculty’s Facilitators. An overview of this process is provided here: 
https://community.canvaslms.com/docs/DOC-2676 
 
For more information please contact canvashelp@auckland.ac.nz, visit Canvas Home or contact your 
Transition Team. 
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