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Importing question banks into Canvas 

1- Export the Questions from Questionmark. 

a. Select all your questions, right click and select Export QTI XML. 

 

b. Save the file on your computer. 

c. Go to the file, right click on the file name and select Winzip – Add to Zip file. 

2- Import the question bank   

a. Once you have saved the Zip file, go to your course in Canvas, select Settings and select Import 

Content into this course. 

b. Select QTI.zip file as the Content Type. 

c. Click on Choose File and find the Zip file on your computer. 

d. Select a question bank or create a new one to import the questions into.  

e. Click ‘Import’. 

Canvas Training 

The Canvas Facilitator team offers Canvas training to academic staff. If you or a colleague need training or assistance 

using Canvas, please contact canvashelp@auckland.ac.nz. We will arrange for one of the facilitators to come see you 

for a one hour session. If you have a group of staff in need of training, a session can be booked for the whole group. 

  

https://www.auckland.ac.nz/en/about/learning-and-teaching/CanvasHomepage/project-information.html
mailto:canvashelp@auckland.ac.nz


                                                                                            
 

TA and GTA training  

TA and GTA training will provide an overall view of Canvas, and it will focus on ‘Grades’ and SpeedGrader. Training 

will be offered at the following times: 

Date Time Location Room 

August 1 11am to 12pm Law School Room 801-209 

August 3 11am to 12pm Law School Room 801-209 

August 8 2 to 3pm Conference Centre Room 423-342 

August 10 2 to 3pm Conference Centre Room 423-342 

Please note that we do not provide individual training sessions for TAs and GTAs. 

Cross-listed courses – what do I need to know? 

Year-long courses and courses with different codes - but with the same content - are potential candidates for cross-

listing. Cross-listing means you that you will be able to edit the content of multiple courses in only one course. 

Please see Appendix 1 to check if your courses are eligible for cross-listing. 

Assisting students to access their Canvas courses 

For students to be able to access their courses in Canvas, the courses have to be published. If you have not published 

your course, please consider doing so as soon as possible.  

To publish the course, go to your course’s ‘Home’ and press ‘Publish’.  

  

Which browser should I use? 

Canvas supports the last two versions of every browser release. It is highly recommended that you update to the 

newest version of whatever browser you are using as well as the most up-to-date Flash plug-in. 

Some supported browsers may still produce a banner stating “Your browser does not meet the minimum 

requirements for Canvas.” If you have upgraded your browser but you are still seeing the warning banner, try logging 

out of Canvas and deleting your browser cookies.  

Manually created courses 

Canvas courses are created by pulling the courses information from SSO (Student Service Online). This means student 

enrolments and the associated sections are automatically created in Canvas according to SSO. However, Canvas can 

also accommodate non-credit courses that are teaching and learning orientated. These are called Manually Created 

Courses. They should meet a set of requirements (Appendix 2) and will be approved on a case-by-case basis. These 

courses will be revised annually. If you would like to know more about manually created courses, please see Appendix 

2. 

  

https://community.canvaslms.com/docs/DOC-1284
https://community.canvaslms.com/docs/DOC-1284


                                                                                            
 

Who you can contact for assistance 

A reminder to staff that 24-hour support contacts and online resources to support your transition to Canvas are 

available. 

 Online live chat 24/7 – select ‘Chat with Canvas Support’ from the Help menu (click the question mark in the 

bottom left of your Canvas screen) 

 Canvas Support Hotline 24/7 – call 0800 001469 from a landline or mobile to speak with a Canvas Support 

representative 

  Report a problem – file a support ticket when you’ve encountered a problem 

Find out more about Canvas - For more information on what’s happening visit Canvas @ the University of Auckland  

About this Newsletter - This update supports University staff with using our new Learning Management System, 

Canvas. If the information is not relevant to you, please contact canvashelp@auckland.ac.nz to be removed from the 

list. 

 

https://www.auckland.ac.nz/en/about/learning-and-teaching/CanvasHomepage/project-information.html
mailto:canvashelp@auckland.ac.nz
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Cross-listed courses 
What is cross-listing? 
Cross-listing is where two or more course at the University are managed through one primary course in Canvas. The 

specific needs for students in each course are catered for through Sections. If a course is cross-listed in Canvas this 

means: 

 Teachers upload and edit content for both/all courses in one course in Canvas 

 Students from each course appear as different Sections in one course in Canvas 

 Only one Talis Course Reading List is required 

Students in a cross-listed course will be able to see all the files, modules, readings and other content in the primary 

course regardless of what course they are officially enrolled in. So it is important to clearly name any content that is 

for a specific section. 

Please note that a single course cannot be split into multiple Canvas courses. 

Communication 

Announcements made in a cross-listed course will be seen by everyone who is enrolled it the course. If you want to 

message a specific section either clearly mark an announcement or use the inbox feature in canvas. 

When should I cross-list? 

 My courses have the same content but different course codes. 

 My course is a full year course that has two course codes CS9. 

Setting up assignments in cross-listed courses 
It is important to set the assignment correctly at the beginning of the semester, as it might be complicated to 

separate the courses after marking has been done. 

Scenario 1 

Cross-listed courses have the same assignments, with the same weight and marked out of the same 

number of points. 

Assignments can be set up normally to the whole course. 
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Scenario 2 

 Cross-listed courses have different assignments. 

 

Assign the correct sections to the assignments. 

 

Although both students and teachers can see more than 100% in the total group weights, students will only see the 

assignments assigned to them, which should total 100%. 
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Scenario 3 

Cross-listed courses have the same assignments but with different weight distribution. 

 

Assign the correct sections to the assignments. 
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Although both students and teachers can see more than 100% in the total group weights, students will only see the 

assignments assigned to them, which should total 100%. 

 

Grades:  
When you have a cross-listed course, there are some important factors to bear in mind regarding grades:  

E.g. GREEK 201/301  

 When you go into the grading tool to look at the course summary, the summary will show the 

statistics/distribution for all the cross-listed courses. You will not be able to see a separate summary for 

each course.  

 This means that the statistics for things like the top and bottom students in the course, along with the 

grade distribution will be mixed between the two courses. The grading tool will not indicate which 

course each student is enrolled in. 

 Grades for the separate cross-listed courses must be submitted at the same time, i.e. you must submit the 

grades for 201 and 301 together.  

 You cannot submit grades for one course and then submit for the other course later on. You will not be 

able to filter between different courses in the grading tool and submit for one course.  

 Whatever the student’s mark is in Canvas (regardless of whether you have finished uploading marks for 

one course or not) will be taken through to examinations once you click ‘Submit’ in the grading tool.  
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 If there is a possibility of a student enrolling in two or more courses that have been crosslisted, then that 

course should not be crosslisted.  

 If you have a student who is enrolled in two (or more) courses that have been crosslisted, they will have 

the one same grade for both courses, not two separate grades for the two courses. This is because 

Canvas will only have one line in the gradebook for that student (even though they are enrolled in two 

courses), thus resulting in one overall mark/grade. 
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Manually-created courses – MCC (a.k.a. Non-
standard courses) 
Standard Canvas courses are created by pulling the courses information from SSO (Student Service Online). This means 

student enrolments and the associated sections are automatically created in Canvas according to SSO. However, 

Canvas can also accommodate non-credit courses that are teaching and learning orientated. These are called Manually 

Created Courses. Some examples are: 

 Induction programmes (staff & students);  

 Pre-requisite courses that exist outside of SSO;  

 Tuakana/ MAPAS/ PASS/ TKHM; 

 Other non-credit, academic support programmes.  

What is considered a good candidate for a manually-created course?  
Manually created courses should deliver learning support services and resources to distinct cohorts of students and/or 

staff. Typically they are:  

 Non-credit bearing  

 Not bound to official University of Auckland course enrolments  

 Outside of semester or quarter schedules  

MCCs are not an option for group or mass communication. The University offers Sympa for that end.  

How do MCC differ from standard courses?  

1. The use of MCCs are subject to review:  

 In order to uphold the integrity of the University’s primary purpose of Canvas, each MCC is reviewed annually 

according to the Terms of Use. 

 Based on the review, the course may or may NOT be re-allocated to the course owner.  

2. The owner/ administrator of the course has the ability to add/ remove students and staff into their 

course:  

 Bulk enrolments cannot be processed.  

 For instructions in how to add/edit/remove members into your Canvas course, please CLICK HERE 

N.B. For staff users, either their staff email address (ending with @auckland.ac.nz) or username can be 

entered.  

For students however, please enter their username. Canvas will NOT recognise student EC email addresses 

(i.e. upi@aucklanduni.ac.nz)  

3. Some functionalities cannot be used (and in most cases, there will be no need):  

 Final grades cannot be submitted to SSO: 

 SET evaluations cannot be initiated. If you wish to survey your course, try using the Quiz function in Canvas. 

4. The name and start/end dates of the course is determined by the owner, at the time of the request:  

 You will have one course shell in which inactive members can be removed and new members be added, at 

your own discretion.  

https://cdn.auckland.ac.nz/assets/central/about/teaching-and-learning/documents/Terms%20of%20Use%20for%20Canvas%20Manual%20Courses.pdf
https://community.canvaslms.com/docs/DOC-2878
mailto:@auckland.ac.nz
mailto:upi@aucklanduni.ac.nz
https://community.canvaslms.com/docs/DOC-2581
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You have a manually-created course, now what? 

Setting-up and using a manually-created course:   

 The benefit of using Canvas is that the system is highly interactive and student-driven. There are a number of 

features that can enhance: collaboration, communication and peer-learning.  

 Canvas provides tools that can support teachers to receive and return assignments and send feedback in a 

variety of media formats to students. 

 Course Analytics allows educators to personalise learning and understand how students are engaging with 

course materials. 

 For a complete list of features and tools available in Canvas, please CLICK HERE. 

Possible areas of concern:  

In order to have access to Canvas, you need an active username and a Canvas affiliation. This means that any current 

student or staff can be enrolled into your course. However, non- University staff or students (i.e. visiting PHD 

students and/ or lecturers) will need to request a visitor’s username (it is important that your Faculty associates the 

username to a specific department).  

 

For further information on how to request and maintain a manually created course in Canvas, please CLICK HERE. 

For a guideline/ terms of use, please CLICK HERE 

 

https://guides.instructure.com/m/4152/c/23830
https://guides.instructure.com/m/4152/l/55016-what-is-speedgrader
https://guides.instructure.com/m/4152/l/66789-what-are-analytics-for-my-course
https://community.canvaslms.com/docs/DOC-4131
https://cdn.auckland.ac.nz/assets/central/about/teaching-and-learning/documents/Canvas%20Non-Standard%20Course%20Request%20Form.pdf
https://cdn.auckland.ac.nz/assets/central/about/teaching-and-learning/documents/Terms%20of%20Use%20for%20Canvas%20Manual%20Courses.pdf
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