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Canvas Support 
During the end of the October and the month of November the Canvas facilitators will provide support in Faculties. 

Facilitators will be available in the different University buildings/Campuses, and staff will be able to come and ask 
any questions they have regarding Canvas. This is a great opportunity for you to review the setup of your 
assignments/assignment groups and make sure that they are ready for the final grades submission. 

More information about dates, times and room locations will come soon. 

Course Access Authorisers 
Each Faculty, School or Department (area) has nominated an authoriser. They provide initial information on who 

should be granted access to courses within their area. This applies to all courses that are created on Student Services 
Online. Each Faculty does it slightly differently, so this list is for you to look up who you may need to contact to get 
access to a course as a staff member.  

Note: Other than the nominated course access authorisers, access requests can also be made by 
the relevant Head or Deputy Head of Department/ School and similar or higher positions. 

Learn Do Share 
This year’s Business School ‘Learn Do Share’ event was a great success with speakers from both inside and outside 

the Business School sharing their experiences regarding pedagogy in technology. We heard from Business School 
Teaching Excellence Award winners who transformed their courses as well as staff members on various methods for 
assessing and marking students online. There was also an excellent review on what matters most to students in 
regards to Canvas and improvements that can enhance their learning. 

The videos from the event are now available, and it is worth to have a look at what is going on in our community. 

https://www.auckland.ac.nz/en/about/learning-and-teaching/CanvasHomepage/project-information.html
https://wiki.auckland.ac.nz/pages/viewpage.action?spaceKey=APPLCTN&title=Course+Access+Authorisers
http://www.business.auckland.ac.nz/en/about/the-business-school/learning-and-teaching/learning-exchange.html
http://www.business.auckland.ac.nz/en/about/the-business-school/learning-and-teaching/learning-exchange.html


Developing a Canvas Course 
Attached to this newsletter you will find a guide about the basic features which a Canvas course should present, as 

well as the features which can be used to further develop your course. 

Migrating Content into 2017 Courses 
From previous courses 
If you would like to import the content of your 2016 courses into your 2017 courses, you can simply follow the 

steps below. This is a straightforward process that should take 2 minutes. 

1. Open your Semester 2 course.
2. Go to the course ‘Settings’.
3. On the right-hand side of the page select 'Import content into this course'.
4. Then select 'Copy a canvas course' from the drop-down menu.
5. Select the semester 1 course (or any other course you would like to import).
6. Choose ‘Select specific content’. Select the relevant content you wish to copy over. Do not import

announcements, discussions and/or Turnitin assignments.
7. Click ‘Import’.

All selected content will be brought over to your 2017 Semester 1 course. 
From a ‘dummy’ course 
Once your official course is available, you can migrate the content from your dummy course. To do that, go to your 

official course. Then… 

1. Go to the course ‘Settings’
2. Select ‘Import content into this course’
3. From the drop down menu select ‘Copy a Canvas

course’

4. Search for the Draft Course and tick ‘All content’
5. Click ‘Import’ and the content will be migrated.

Canvas Inbox Opt Out 
There are two different ways to communicate with your course from inside Canvas: 1) Canvas Inbox – you can 

choose who in the course will be contacted, and 2) Announcements – message goes to the whole course. We will be 
enabling the option for people to opt out of Canvas Inbox next week. This feature allows those who do not want to 
use the Canvas Inbox to have all their conversation messages sent to their email address instead. 

When a person (either staff or students) opts out of Canvas Inbox, the Inbox icon remains on the global navigation 
but the unread messages badge is disabled; the Conversations section for notification settings becomes unavailable 
and all conversation messages will default to be sent to your email address right away.  



As the Inbox icon is still available, one can still interact with the Inbox if they choose to, and all the messages will 
still be accessible via the Canvas Inbox. If the unread message count on the Inbox icon bothers you, and you prefer to 
work via your email instead, you can enable this option in the near future. 

Gradebook and Use of Spreadsheets 
Using the export function requires the user to acquire sufficient knowledge of spreadsheets to manage the process 

and an understanding of the impacts of uploading the offline version e.g. although a warning is given, it will override 
any information already entered.  

The key is to ensure that one person is responsible for the process of inserting marks and managing the Canvas 
Gradebook for the course. This eliminates the possibility of multiple staff working in offline versions simultaneously. 
Version control and checking that changes have been made correctly are important elements of the workflow. 

Canvas Community 
The Canvas Community is a place where users can find answers, share ideas and network or collaborate with other 

like-minded people. There you can find amongst others:  

• Canvas Guides - Public documentation for the Canvas LMS and mobile-related products, Canvas Catalog,
and Canvas Commons.

• Canvas Resources - Resources for exploring, learning, and teaching others about Canvas
• CanvasLive - Where the Canvas Community comes alive. You can gather and engage in real-time

collaboration while sharing and learning different ways others are leveraging Canvas. Events range from
formal presentations and hands-on workshops to 24/7 chat sessions and informal meet-ups.

• Canvas Feature Ideas - Community members share ideas for improving Canvas and help shape community
priorities for feature Canvas development.

Timeout 
Currently Canvas only times out after 48 hours. For various security reasons, we will be changing this to 1 hour as 
recommended by IT security. As we are nearing the end of Semester 2, we are aiming to change this from 2017 
onwards. In the meantime, please be extra careful with logging off machines in common areas and locking your 
computer when you leave your office. 

When Canvas times out after a period of inactivity, a pop up box will appear stating: 

When you click on the login link to continue, a new tab will appear to allow you to login to Canvas as usual. While 
the new tab will redirect you to the dashboard after login, you can return to your original tab and it should 
automatically refresh. Any changes made to Gradebook and student marks should be saved automatically. As 
such, no progress should be lost as a result of the time out.  



Who You Can Contact For Assistance 
A reminder to staff that 24-hour support contacts and online resources 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
• Get help from a Canvas expert at the Canvas Community

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