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Introduction

This is a Canvas Getting Started guide for external examiners at the University of Liverpool,
providing basic instructions for using our Virtual Learning Environment (VLE) ‘Canvas’. The
guide is made up of guidance specific to the role of external examiners under the
University of Liverpool implementation of Canvas, with links to relevant online resources.

As Canvas use becomes embedded at the University (since its phased introduction from
2019), you may find variation between how modules and programmes make use of
Canvas and some of these may differ from the approaches set out in this document. If
you have any difficulties doing what you need to do within a course space, for example
locating materials, please consult with your school.

What is Canvas?

Canvas is a cloud-based VLE, offering an advanced feature set which is also intuitive and
that we hope will allow us to continue to enhance our delivery of digitally-enhanced
teaching and learning.

Getting Help

We hope that you too will find Canvas intuitive and its workings familiar to other VLE, but if
you have difficulties then these are the support options available to you:

e The Canvas 24/7 Support accessible as live chat, phone, or email through the Help
button within Canvas. This puts you in touch with the Tier I' Canvas support at
Instructure (the company behind Canvas). They are able to go into our courses,
just explain what you need to do and the support team will try to resolve problems
and walk you through.

o If instead of a technical query is a question around access to materials or around
a specific activity or resource, please direct these queries to your programme or
school contacts.

Your Canvas account and course enrolments

Canvas uses a University of Liverpool MWS (Managed Windows Services) username and
password. You may already have an MWS account from past work with us, or if you are
new to the role your school will arrange the setup of these. Please reach out to your school
team if you need help on this.

In Canvas the discrete spaces that make up most of our programmes are called
‘Courses’, for example each one of our 15-credit modules each has its own course space
in Canvas. External Examiners will be enrolled onto courses by school teams with a
suitable role allocated by your school. The instructions set out in this document assume
that you will be given the ‘UolL External Examiner’ role, which gives a read-only oversight of
course content, activities and assessment in Canvas. This level of access may not
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translate to ‘third-party’ teaching tool and that your school may be using, and in some
cases, schools may give a different role - the steps should be very similar but you school
can advise.

How do | access Canvas?

Canvas is available on any internet-connected computer and works on all modern and
up-to-date internet browsers. We particularly recommend Chrome of Firefox but a full list
of compatible browsers can be found here: browser and computer requirements.

1. Access Canvas via this URL: http://canvas.liverpool.ac.uk

(You may wish to Bookmark this link for later access. A Canvas link also appears on
the Staff Intranet)

2. Depending upon your location (on-campus, University’s VPN etc.) Canvas may
require you to login:
Enter your login details as ‘MWSusername@liverpool.ac.uk’, followed by your
University password.

& feliverpoolacuk

The University of Liverpool
Network

Log in with your MWS credentials. Remember to use
your username in the format
username®@liverpaol.ac.uk

sbede@liverpoolacuk

Figure 1 The University of Liverpool Canvas login page

There are also dedicated apps available for Android and Apple iOS devices, brings some
real enhancements for staff and students for learning activities, being able to stay up to
date with the course, mark work or monitor activities whilst being on the move.

To download the app:

1. Go to your app store (Play Store for Android, App Store for Apple) and search for
‘Canvas Teacher and/or ‘Canvas Student'. (For staff we recommend installing
both the teacher and student version of the app, so that they can see how
resources will work for students on a mobile.)

2. Download and open the app


https://community.canvaslms.com/t5/Canvas-Basics-Guide/What-are-the-browser-and-computer-requirements-for-Canvas/ta-p/66
http://canvas.liverpool.ac.uk/
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3. Use the Find my school button to search for ‘University of Liverpool’

4. Then sign in, again using username@liverpool.ac.uk and your University password.

The app should then stay logged in.

If you experience difficulties trying to login please contact the University of Liverpool

Computing Services helpdesk: servicedesk@liverpool.ac.uk

The Canvas Dashboard

The Dashboard is the first screen you see once you have logged into Canvas. This is

comprised of these areas:

e Ablue Global Navigation Bar [1] runs down the left side of the screen, giving you
access to different tools and areas within Canvas, for example a button to see your
full course enrolments, and another devoted to providing you with help and

support.

e On the right-hand side of the screen is an Activity Feed [2] of updates and
notifications from the courses you are enrolled onto.

e The main element of the dashboard is made up of ‘Course Cards’ [3], each
representing and providing a link to a selection of your course enrolments.
Remember that in Canvas, courses and course spaces reflect what we would have
traditionally called ‘Modules’ that make up a programme (or a year of study if
non-modular). You may find that not all of the courses appear here, especially

when you have a large number — please see next section.
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Figure 2 The Canvas Dashboard
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Due to the way enrolments are carried out, you may see a course invitation appearing
above the Dashboard. You would need to click Accept on these to gain access to a course
and add it to your list

You have been invited to join 202021-BSTM - 202021 - Biomedical Sciences Masters Course, 202021-BSTM
- 201920 - Biomedical Sciences Masters Course with the following user role: Uol External Examiner
Decline | ¥es=ld

You can return to your Dashboard at any time by clicking the Dashboard button in the
Global Navigation Bar. You can also use your Back or Forwards button in your browser.

Seeing your full course list

The Dashboard only shows you a selection of your courses and you may find that a
course that you are enrolled onto is missing. You can see your full list of enrolments by
following the actions below, with the option to add these to your favourites so that they
appear on your dashboard:

1. Click on the Courses button [1] within the blue Global Navigation Bar.

2. From the pop-out scroll all the way to the bottom and choose ‘All Courses’ [2].

3. This will return a full list of courses on which you are enrolled. You may see a few
different course versions of each course, differentiated by different year codes.
Clicking on the name of a course will take you into the course.

4. To 'favourite’ a course, so that it appears on your Dashboard, click on the little
hollow star next to a course name. Courses with filled stars show the course is a
favourite.

5. If you now return to the Dashboard (button in the Global Navigation Bar) you
should see your new selection of course cards.

Courses

Published Courses

ool of Medicine

arning Support

a8 Unpublished courses
Groups
202021-WILL101 - WILLS PERSONAL
TEST COURSE
Calendar
BChB
Inbox
ABChB Year 1 1
History
ABChB Year 1

Q

Search

Welcome to your courses! To customise the
Studio list of courses, click on the "all Courses” link

and star the courses to display.

Figure 3 Accessing the All Courses list
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If you still do not see a course which you are expecting to have access to then please
contact the school you are working with to arrange enrolment.

Course environment
To access a course, click on its title through the Dashboard or from your full course list.

e The first page you will arrive at will be the 'Home’ area of the course. The contents
of this area can be changed and some teaching teams use this to display a
Welcome page or it's default which is an index of content and materials (which
mirrors Canvas's ‘Modules’ area).

¢ Running down the left side of the screen you will see the Course Menu. This is an
additional way to move between different areas of the course, and due to your role
you may be able to see areas that students cannot see (those with striked-eye
symbols).

¢ And on the right-hand side of the screen there is the familiar Activity Feed, where
you can see news and events from the course.

— GK-MBCHBYR2-202122 Q53 Student view

Recent announcements Course status

l Home

Publish
Welcome ° :
® Dear Student Doctor, A very warm welcome! Congratulations on passing successfully th Posted on

) Import Existing Content
MBChB Year 2 2021/22 »* NEdt | pe o

& Choose home page

54 View Course Stream

L View Course Notifications

Welcome to Year 2 Coming up

g f
This is your Canvas course space. You will find teaching materials, study resources, assessment details and announcements from your

course team

Navigate to the conte: e tool links on the course menu. You can also use the search tool (top

right) to look for a specific item in the course, by d”, “or phrase

Course Information System Blocks Clinical Placements

—

Figure 4 Typical course homepage in Canvas

Navigating around the course

You can navigate around the course using either the course menu on the left, or (as in
Figure 4 above) the module may have built some links or buttons in the main part of the
homepage to help guide you and students.

The Course Menu

The course menu provides links to areas within the Canvas course and is a useful way for
moving quickly between tools. The links that it provides can be customised by module
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leaders to hide or reveal some items or to rearrange their order but the most important
ones to know about are as follows:

Home Homepage of the course. If you
get lost within the course,
clicking on this brings you back
to the course homepage
Announcements | A place where you can see
course announcements that
have been sent out

People A list of all people who are
enrolled on the course, with
information about their roles,
and last activity dates

Modules An area used to organise and
provide structure for course
materials and activities into
‘module’ folders representing
weeks or topics of study. This is
the primary way staff use
Canvas, so this can be a good
place to start to explore the
course

Assignments Repository of any assignments
or grade-bearing activity within
the course. Through here you
can see any information
provided about the assignment,
and this is where students
submit work

Discussions Discussion Board tool,
discussions can be set to be
grade bearing

Quizzes Repository for any quizzes used,
these are often also embedded
for students within the Modules
structure

Grades An overview of the grades given
to the whole cohort on grade-
bearing activities, (students only
see their own grades/feedback
here)

Collaborations | Teaching teams may have used
this area to host collaborative
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Office365 documents for
student activities.

Syllabus A place which collects together
different dates from the course,
may or may not be used on the
course

Files This is a repository for all of the
files (images, pdfs, docs etc.)
uploaded to the course. Staff
tend to hide this area from
students, so it may be of no
importance to your work.

Pages Repository for another form of
Canvas content called ‘Pages’.
These tend to be used
elsewhere in a course such as
being embedded within the
Modules area structure or being
set as the Home page, so again
may be of little importance in
your role.

Accessing teaching materials using the Modules area

The Modules area of a Canvas course is a primary way in which lecturers will be
organising learning materials and activities for students. This presents materials as a list
of items, organised into ‘modules’ to reflect weeks or topics of study based upon the
learning design.
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— WILL101-202021 > Modules Q 63 Student view

Collapse all View progress ) Export Course Content

Modules v Week 0

Introduction to this Week

Quizze Welcome to the Course - Before we start

Module Specification.pdf

Canvas Studio

+ Week 1 Prerequisites: Week O

Week 1 Introduction.docx

Important Materials that are key to your learning for this week

Studio

Pre-class Activity

Figure 5 The Modules area of a Canvas course

If your role in the course is ‘UoL External Examiner’ the Modules area will look like Figure 5.
You can click and progress through items in the same way that students will see them.

For further instructions please see: How do | use the Modules Index? (Intended for teaching
staff)

Accessing teaching materials using Pages

As an alternative to using the Modules area some staff use Pages as a primary way of
organising and providing links to teaching materials and activities. These act as
webpages that may appear automatically when you first enter the course on the Home
page (such as Figure 6) or they may be embedded within the Modules area as above.


https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-use-the-Modules-Index-Page/ta-p/926
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202021-ULMS115 - THE NEW PROFESSIONAL N\t

Figure 6 Example of a course that uses Pages to provide a navigation structure to students

You are able to click on the links and experience the course in the same way as students
would experience and navigate it.

Gaining an overview of assessments in a course

Any assessed activity in Canvas (submitted Assignment, Quiz, Discussion board etc.) is
organised by Canvas into the Assignments area of the course.

— WILL101-202021 > Assignments S Q &3 Student view
Home Search e SHOW BY DATE
Announcements
People

~ Assignments 75% of total
Modules
Assignments B Cloud Assignment for you to complete

= 100Pts

Course Surveys

Quizzes B Essay task
Due 31 Jul 3t 23:59 | 100 Pts

Outcomes

Grades

= v i 25% of total
Reading Lists @ Quiz Gl

Liverpool
-« Mid-term Quiz
b 1
Due 22 Sep at 23:59 | 1Pts

Ally Accessibility
Report

Campus Pack Collab
Space

Figure 7 Screenshot showing the Assignments area
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Clicking on any of the items within the Assignments area will bring up details about the
assessment as provided to students, as well as a means by which to view submissions.
Teaching staff also typically share guidance and instructions as content items within the
Modules area so you may wish to consult both places to gain an overview of information
provided to the student.

For more information please see: How do | view Assignments as a student? (for students)

Assignments

Canvas offers a high degree of flexibility in terms of what can be submitted to
assignments, e.g. PDFs, Office documents, images, webpages or videos. Alternatively work
can be submitted through an external tool such as Turnitin or other 3 party tool such as
Mobius (both integrated into the Canvas assignment handling workflow).

Typically, at the University of Liverpool the majority of assignments are collated and
marked either via Canvas’s built-in assignment handler and marking system
‘Speedgrader’, or via Turnitin which is integrated into Canvas. Each of these approaches
has a slightly different way of accessing student submissions and feedback. When you
click on an assignment within the Assignments area you will be able to identify if it is a
Speedgrader or Turnitin marked assignment:

— WILL101-202021 > Assignments > Assignment Part 1 (via SpeedGrader) Q 53 Student view
Horne Assignment Part 1 (via SpeedGrader) . Related items

Announcements AY ’ < SpeedGrader™

People

2 Download submissions

Modules No additional details were added for this assignment.

Assignments

Course Surveys Points 100
Submitting  a file upload

Quizzes

Outcomes Due For Available from Until
Grades 31 Jul Everyone

Reading Lists @

Liverpool

Ally Accessibility

Figure 8 Screenshot of Speedgrader Assignment


https://community.canvaslms.com/t5/Student-Guide/How-do-I-view-Assignments-as-a-student/ta-p/451

UNIVERSITY OF @ﬁﬁgvaet];grn
LIVERPOOL 3} % inEducation

Support | Engage | Innovate

— WILL101-202021 > Assignments > Assignment Part 2 (via Turnitin) Search... Q | &4 Student view
Assignment Part 2 (via Turnitin)
Home v SpeedGrader™
Announcements i
@ Assignment Inbox  Online Grading Report A Q el
People
Modules

Download All ~

Assignments

Course Surveys Author | Paper Title Uploaded Viewed Grade  Similarity  Options
Quizzes bioteac2 bicteac2@liverpool.ac.uk Jul 19th 2021 t73 rd ®0% suse
Course Introduction.docx 307 PM BST

Outcomes

[ scsals04 scsalsO4@liverpool.ac.uk Jul 19th 2021 173 rd ®0% see
Grades Moderation Processes.docx 3.06 PM BST
Reading Lists @ [ bioteac bicteact @liverpool ac.uk Jul 18th 2021 t~23 & ®98% ces
Liverpool Groupwork Report about Dogs.docx 3:05 PM BST

Ally Accessibility

Figure 9Screenshot of a Turnitin assignment

Viewing submissions and feedback left on SpeedGrader assignments

Within an assignment’s information screen (as in Figure 8) click on the SpeedGrader icon
the right-hand side. This will launch the Speedgrader interface through which you can
view and move between student submissions, seeing any feedback and grades left. (An
alternative way to access and see feedback on specific student’s submission is via the

Grades area - see section below).

Report

% Dogs
The standard Lorem Ipsum passage, used since the 1500s

“Lorem ipsum dolor sit amet consectetur adipiscing elit. sed do ewsmod tempor incididunt ut
Iabore et dolore magna aliqua. Ut enim ad minim veniam. quis nostrud exercitation ullamco laboris
nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in voluptate veit
esse cilum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in
culpa qui officia deserunt mollit anim id est laborum

Section 1.10.32 of "de Finibus Bonorum et Malorum®, written by Cicero in 45 BC

Sed ut perspiciatis unde omnis iste natus emor sit voluptatem accusantium doloremque
laudantium, totam rem aperiam, eaque ipsa quae ab ilo inventore veritatis et quasi architecto
beatae vitae dicta sunt explicabo. Nemo enim ipsam voluptatem quia volgptas sit aspernatur aut
odit aut fugit, sed quia consequuntur magni dolores eos qui ratione voiliptatem sequi nesciunt
Neque porro quisquam est, qui dolorem ipsum quia dolor sit amet, consectetur, adipisci veldt. sed
qQuia Non NuMQuUam eius Modi tempora incidunt ut labore et dolore magnam aliquam quaerat
voluptatem Ut enim ad minima veniam, quis nostrum exercitationem ullam corporis suscipit
laboriosam, nisi ut aliquid ex ea commodi consequatur? Quis autem vel eum iure reprehenderit
qui in ea voluptate velit esse quam nihil molestiae consequatur, vel um qui dolorem eum fugiat
quo voluptas nulla pariatur?

v/ Test student

Submitted: 19 Jul at 15:01

Student viewed document: 19 Jul at 15:01

Submitted files: (click to load)

k Report about Dogs.c

Comments for this Attempt
Will Moindrot
i Lorem ipsum dolor sit amet.
consectetu

Awkd
lit, sed do

eiusmod tempor incididunt ut
labore et dolore magna aliqua. Ut

enim ad minim veniam, quis

nostrud exercitation ullamco
@ Wil Moindrot

Strong commodo consequat.

laboris nisi ut aliquip ex ea

Will Moindr

Figure 10 The Speedgrader marking interface
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For more details on using Speedgrader please see the resources below:

e How do | access Speedgrader?

e How do | use Speedgrader to move between assignments?

Viewing feedback left on a Turnitin assignment

For those assignments that use Turnitin, clicking on the name of the assignment within the
Assignments area brings up a window like this, with a Turnitin ‘Assignment Inbox’
embedded within the main part of the page. Click on the pencil symbol or grade
percentage within the Turnitin inbox shown below to view student submissions left via
Turnitin.

Turnitin's Feedback Studio will be familiar to how Turnitin works with other VLE. For

reference pledase see Turnitin’s support pages.

Quizzes

In Canvas the quiz tool can be used to conduct formative or summative assessments. A
tutor may have embedded quizzes within the Modules areq, if assessed for example as an
exam they may also appear in the Assignments area. All quizzes should also be indexed
within the Quizzes area of the course.

There are two quiz engines in Canvas, ‘Classic’ and ‘New Quizzes'. Varying functionality
between them means that some programmes favour one engine over another or both
are used often in the same course. Each has a different process for previewing a quiz or
examining student quiz attempts and feedback.

— WILL101-202021 > Quizzes > Example of a Classic Quiz Q 53 Student view

Home Related items

Announcements % See full quiz
o Example of a Classic Quiz

COpie 7 SpeedGrader™
Modules Due 31 Jul at 23:59 Points 2 Questions 2 Time limit None
Assignments
Course Surveys m
Quizzes

Outcomes

Grades

Figure 11 Example of a Classic Quiz


https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-get-to-SpeedGrader-from-an-assignment-quiz-or-graded/ta-p/759
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-use-SpeedGrader/ta-p/757
https://help.turnitin.com/feedback-studio/lti/instructor/instructor-category.htm#FeedbackStudionavigation
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= Title kN

-

Example of a New Quiz
2 Instructions Y

Add Instructions...

@ ultiple choice 1 point S | W

When you have finished creating your resource what should you do?

o Test it out by making sure the page is published (has a green tick next to it in the Modules area), and use the Student View button on the
homepage to view your content and try out any links

Log out
Try it out in Student View

Get someone else to check it

00O

Figure 12 Example of a New Quiz

To Preview a Quiz

To preview a Classic quiz as a Teacher:

1. Go to the Quizzes area of the Course Menu, and click on the name of the quiz
2. On the next screen that appears click on the Preview button at the top. This will
allow you to examine the quiz as students will take it.

How do | preview an assessment in New Quizzes as a Teacher?

To review student attempts and feedback on a quiz

e How do | view student results for a Classic quiz as a Teacher?

e How do | view student results for a New Quiz as a Teacher?

Accessing Discussion Boards

The course-wide discussion board can be found within the Discussions areas of the
course menu, here you can see threads posted, with replies from students and staff. As an
alternative, some teaching teams may have made use of Canvas’s ‘Group Homepage’
feature through which discussion can be made confidential to a group’s membership
(see below).


https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-preview-an-assessment-in-New-Quizzes/ta-p/639
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-view-student-results-in-a-quiz/ta-p/1114
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-grade-an-assessment-in-New-Quizzes/ta-p/1068
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Q 69 Student view

Ordered by recent activity

Ordered by recent activity

Figure 13 The Discussions feature

How do | view discussion boards?

Viewing Group Homepages

Teaching team may divide students into groups, with an activity space for each group
provided through a Group Homepage (for example as an alternative to other
collaborative platforms such as Microsoft Teams). Your programme team should be able

to advise if this is the case or not.

— WILL101-202021 > People » Groups

Home

Everyone Groups
Announcements
People
Modules
Assignments » Group 1 Working Groups Visit
Discussions

Course Surveys

A Group 2 Working Groups Visit
Quizzes
Outcomes

Grades

Reading Lists @
Liverpool

Figure 14 The Groups area leading to Group Homepages

1 student

(& a]

0 students

B}

Visiting the People area of the course and then the Groups tab provides links to ‘visit’

group homepages. See the link below for an in-depth guide.

How do | view content and student activity within a Group Homepage?



https://community.canvaslms.com/t5/Student-Guide/How-do-I-view-Discussions-as-a-student/ta-p/314
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-view-content-and-student-activity-within-a-group-as-an/ta-p/731
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Viewing the Grades area

To gain an overview of all grades given for assessments to all students, Canvas provides a
Gradebook within the course. This can also be a route to see a specific assignment
submission or assessment attempt and the feedback left on it.

— WILL101-202021 > Grades Q

Gradebook « View ~ Actions v £ Q

Assignment Essay task Assignment Part 1 Assignment Part 2 wad Example
Student name 100 5 1 o >

Section 1

Figure 15 The Grades area

Each grade column has a drop-down menu which provides a link to Speedgrader which
provides a route for seeing submissions and feedback. For full details please see link
below.

How do | use the gradebook as a Teacher?

Other areas for student activity in Canvas

Alongside discussion boards, some University courses are making use of other
collaborative features of Canvas for student activity.

Pages

Teaching teams can set up Pages in Canvas so that they can be editable by students.
These will most likely be organised and accessible through the Modules area of the
course, and there will probably be tutor narrative around these (appropriate labelling etc.)
to guide you to these. The route of access will be similar between those of a Student.

How do | View Pages as a Student?

Collaborations

This is an area of a Canvas course in which a member of staff can set up collaborative
Office365 documents, for example a Word Online or PowerPoint Online document on
which students can collaborate on in real time. We have found that the permissions open
to our UoL External Examiner role prevents access to Collaborations in this area. If you
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know that is being used and you need access please talk to your school team who will be
able to change your role to allow access as a Teacher.

How do | use the Collaborations area?
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