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Student Guide Remote Learning

Steps to Transition to Remote Learning

This concise yet comprehensive guide is a just-in-time resource created for SPS students to get ready to access and
participate in their courses remotely. This guide is meant for immediate use and is focused on essential information
for the first week of transitioning to remote learning.
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Preparing for Remote Learning in the Current Situation

Your instructor(s) will be sending you regular course-related updates as needed. You are encouraged to reach out to
them and to other SPS staff and support resources with any questions or concerns. In addition, the latest
information on the current situation at CU can be found here: COVID-19 Guidance for the Columbia Community.

To prepare for the transition to remote classes, please ensure that you have an adequate workspace at home or
elsewhere to participate in course activities in a remote capacity. Ideally, you should have access to high-speed
internet, a laptop or desktop computer, a headset with microphone, and a webcam. If you do not have access to
these resources please let your instructor know ASAP so that they can make adjustments as needed.

Last, but not least, we understand that this is a stressful situation. The highest priority is your own health and
safety. So please be sure to practice self-care, stay informed by University alerts/local media, and follow
recommended precautions.

Accessing Your Remote Course Site

Your course content, assignments, exams, readings, and discussions have been transitioned online, and are
available on Canvas, at Canvas/CourseWorks. Log in with your UNI and password.

You will be taken to your Canvas Dashboard, where you will find links to all of the courses you are enrolled in.

Accessing Communications From Your Instructor(s)

The very first thing you should do is make sure that you can receive all communications sent by your instructor as
soon as they are sent out. Communications typically cover updates to the latest course and assignment information
and other important instructions.

We would like all students to set their Notification Preferences in Canvas to “Notify me right away” in order to
ensure that they receive all course-related communications sent out by their instructor(s) in a timely fashion.

We also highly recommend that you set your preferred Contact Methods to receive notifications on all devices you
will have access to.

Setting Notifications Preferences to “Notify me right away”

1. Select Account in the Canvas global navigation and open Notifications

-
For more resources please visit: http://cusps.zendesk.com
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2. Review and edit Notification Preferences for Course Activities

— Test Student > Notification Preferences
Accoun

Notifications

Notification Preferences

Profil =
rome ~ Notify me right away (© Send daily summary i@ Send weekly summary X Do not send me anything

Files

Dashboard Show name of observed students in notifications
Seitings ( W e B Email Address Push Notification
My Courses RS RUSIIEE Course Activities at2998@columbis.edu  For All Devices
Course Evaluations Due Date O m X X
Eetlioes My Courses Grading Policies v 9 E Gl n
a8 Archived Courses Course Content © m X X

Groups

Files O 8 x x
Announcement Created By You v O H n A n
Grading 08 % X
Invitation o8 % x
All Submissions voel Y&
Late Grading v OB v n

Calendar Announcement

v

| Submission Comment

o Select the Notify me right away option for Due Date, Course Content, Files, Announcement, Grading,
Invitation, and Submission Comment.
Recommended: Select Push Notifications For All Devices for the previously selected Notifications.
Your selections will automatically be saved.

Setting Preferred Contact Methods

1. Select Account in the Canvas global navigation and open Settings

-
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2. Under Ways to Contact, add another email address if needed

— Test Student's settings

4 N
Notifications Ways to Contact
' .
R Test Student's Settings )
Profile Email Addresses
m T i me: Test Student at2998@columbiace.. Y (1)
Dashboard This name will be used for grading.
; - Email Address
- Settings . Test Student
= Display Name:
iy Gotrece ePortfolios People will see this name in discussions, messages and comments. Other Contacts Type
Student, Test ' o
= it Sortable Name: " For All Devices push ]
Course Evaluations This name appears in sorted lists.
- Contact Method
Courses My Courses Language:  System Default (English (US)) kbt
. J
&g Archived Courses Time Zone:  Eastern Time (US & Canada)
Srodpe 2, Edit Settings

Ways to Log In

4 Download Submissions

Organization Login
L Download Course Content

Columbia University at2998

Columbia University at2998@columbia.edu

3. Add a Contact Method for a mobile phone or tablet:
a. Add the cell number
b. Select the carrier

-
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Register Communication
Email Text (SMS)
Cell Number
Carrier [Select Carrier] &

SMS Email

Register SMS

c. [Optional] Provide the SMS email
4. Click Register SMS to finalize your selections

Communicating with your Instructor(s) and Peers

Responding to an Announcement

1. Select Courses in the Canvas global navigation and navigate to your course.
2. From the Course Navigation, click the Announcements link

— APANPS5¢€

Spring 2019

Home

Announcements

Course Info

Syllabus
Modules

Grades

o In Announcements, you can view all the announcements in your course.
o Announcements are listed in reverse chronological order with the newest appearing first and the
older announcements appearing towards the bottom.
3. Open the announcement you would like to view by clicking on its title

-
For more resources please visit: http://cusps.zendesk.com
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S_PS Announcements External Feeds
Course Info
@ Syllabus Infographic feedback
Account m
All Sections
o Modules P % ) o Posted on:
b ' You now all have feedback on infographics if you turned on... e e
Dashboard Grades o Apr4,2019 at 7:5%am
< Reply
People
Library Reserves The infographic is like your midterm
Research Guide e All Sections
Cativses o h i | h Posted on:
CanviasSupport i | saw a response on the survey during from class that ment... Apr 2,2019 at 10:07pm
EI 4 Repl
Ply
Groups Textbooks

% The infographic is like your midterm

Sandra Creamer

All Sections

| saw a response on the survey during from class that mentioned amount of time that it has and will take

to complete the infographic...a lot!

Just soit's clear - the infographic is like your midterm. It's one of the biggest assignments of the class, so

yes, it will take some time to do well.

Great job participating today in class - | look forward to seeing your final versions.

€]

Search entries or author Unread [*]

4. Click on Reply if you wish to send a response to the announcement

Attending Virtual Class Sessions

Zoom is the video conferencing tool you will use during remote learning periods to attend your class sessions and
virtual office hours (if any are provided). This tool will allow you to meet with your instructor and fellow students in
real-time via webcam/audio, and share instructional content through screen share. You may also be asked to make
use of interactive features like polling or video breakouts with other students.

For more resources please visit: http://cusps.zendesk.com
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What You Need to Get Started

An internet connected computer, laptop, or device
A headset or earbuds (if you're participating with a laptop)
Download and Install the Zoom App (it will start a download automatically from that page); follow the

installation instructions

Prepare for your virtual Class Session

Please follow these best practice guidelines to ensure that you can fully participate in your Virtual Class Sessions:

e Use a hard-wired Internet connection. A hard-wired internet connection (Ethernet) is highly recommended.
Weak Wi-Fi will cause issues such as latency, choppy audio, and loss of connection.
Use Firefox. Firefox is the preferred browser, but most other modern browsers should work as well.
Prepare to talk a lot during our Class Sessions! While many laptops come with built-in mics and speakers, we
highly recommend that you use a USB-based headset with microphone, such as the Logitech ClearChat
Comfort USB Headset

e If you are using a laptop with a built-in microphone, please use headphones or earbuds during the Class

Session to avoid echo or feedback. Listening through speakers may cause echo that disrupts the entire class.
e Submit a support ticket if you need help.

Join Your Class Session

Zoom Class Sessions
Pages @&

Outcomes @

Click the Zoom Class Sessions link from your Course Navigation options

Click the URL to the Zoom room posted by your instructor

If you haven'’t already installed Zoom, you will be prompted to download the application
o Download and install the Zoom application

o Click the URL of the Zoom room posted by your instructor, again

Launch the Zoom application from your browser

If you need additional guidance, this video resource is helpful: How to Join a Meeting

Participate in your Zoom class session

Once you have logged into your Zoom meeting you will have access to a variety of meeting controls.

1. Activate your audio

-
For more resources please visit: http://cusps.zendesk.com
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When you open your Zoom meeting, you will be prompted to select an audio conference option.

. Phone Call L Computer Audio

Join with Computer Audio

Test speaker and microphene

Automatically join audio by computer when joining a meeting

Click the Join With Computer Audio button. To test your audio, you can select Test Speaker and Microphone.

2. Review your meeting controls

After you have joined your meeting with computer audio, you will see your meeting controls in a black toolbar at the
bottom of your screen. Meeting participants will have most of these controls, unless your meeting host turns certain
settings off for participants during the meeting.

72PN /BN at a' o 3 ~ |, @ as (]

Unmute Start Video Invite Manage Participants Polls Share Screen Record  Breakout Rooms Reactions

The controls are as follows from left to right:

e Mute/Unmute: This allows you to mute or unmute your microphone.

e Start/Stop Video: This allows you to start or stop your own video.

e Share Screen: Start sharing your screen. You will be able to select the desktop or application you want to share.
e Chat: Access the chat window to chat with the participants.

e Reactions: Allows participants to send a thumbs up or clap to communicate without interrupting the meeting.

3. Turn on your webcam
To activate your webcam, click the “Start Video” button on the left side of your meeting toolbar.

Wl

Start Video

Depending on the size of the class, you may be able to see all of the participants at once in a grid in gallery view.
If you have a large group, you can click on the arrow on the right side of the page to see more participants’
webcam thumbnails.

-
For more resources please visit: http://cusps.zendesk.com
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Mute Stop Video Invits  Manage Participants  Poling  Share Screen

4. Share your screen to share content
The main way to share content in Zoom is via the Share Screen feature.

B . F . X n a -] (cc] ==

Whza Suart Vidoo Irrvite Manage Participants. | Sharo Soron At Rocond Closod Caption  Broakout Rooms Wl

To share your screen, click the green “Share Screen” button in the middle of your toolbar. In the window, select
the screen you want to share. You can also choose an individual application that is already open on your
computer, the desktop, a whiteboard, or an iPhone/iPad.

o

Screen 2 Whiteboard iPhone/iPad

Share computer sound Optimize for full screen video clip m

If you are sharing sound or a video, click “Share computer sound”. Check “Optimize for full screen video clip” if
you will be sharing a video clip in full screen mode.

-
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When you start sharing your screen, the meeting controls will move to the top into a menu that you can drag
around your screen. You can click “More” to access additional toolbar items such as “Chat”. Click “Stop Share” to
end the screenshare.

5. Participate in meeting chats
The in-meeting chat allows you to send chat messages to other users within a meeting, either to the entire group
or privately to an individual.

To open the chat window, click on “Chat” in your toolbar.

§ .. W . 2 !

Stop Video Invite Manage Participants Share Screen

v Chat

To: @AELELCUERS More v

Type message here...

To chat with the entire class, type a message in the chat box and press enter. To chat with an individual, click on the
“Everyone” button to see a drop-down menu with participants’ names. Select the participant’s name, type your
message, and press enter.

During share screen mode, click on the “More” drop down on the right of the meeting controls to open a floating
chat window.

Participating in Your Remote Learning

Accessing Course Files

Your instructor(s) may choose to make files available in Canvas. There are multiple places where files can appear:
the Files menu and in Pages, Discussions, and Assignments.

The Files Menu
Course files include any content uploaded to a course. If your instructor allows you to view the Files link in Course

Navigation, you can view the files in your course.

For more resources please visit: http://cusps.zendesk.com
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Open Files

People
Qutcomes
Conferences

Collaborations

Files

Pages

In Course Navigation, click the Files link.

View Course Files

Files

Q 0 items selected

M 9 MName a Date Created Date Modified Modified By  Size O]
. =
= Yesterday Yesterday Doug Roberts 161 KB =
. =
1 -~ -
yy Moy 10, 2017 MWow 10, 2017 1.4 MB
— .
pu Jan3,2018  Jan3,2018 17KB 0)
) Apr 13, 2016
Al Nov 10,2017 Nowv 10, 2017 25 KB
D Apr 13, 2016
™
|I|I| Mov 10, 2017 MNow 10, 2017 75 KB

All published course files can be viewed by all course users [1]. However, some files may restrict access to specific
users.

You can preview and download all published files in Course Files.

If you want to see the files for all your courses, click the All My Files link [2].

-
For more resources please visit: http://cusps.zendesk.com
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Files in Pages, Discussions and Assignments

Your instructor may choose to include access to files in pages, discussions, and assignments in Canvas. These will
appear as links in the text of the page, discussion, or assignment content.

View Content

Leverage agile frameworks to provide a robust synopsis for high level overviews. Iterative approaches
to corporate strategy foster collaborative thinking to further the overall value proposition.
Organically grow th f disruptive innovation via workplace diversity and

empowerment.

holistic world view

[DiSCU ssion file upload. pdf

Bring to the table win-win survival strategies to ensure proactive dognj . At the end of the day,
going forward, a new normal that has evolved from generation X & 1s on the runway heading towards
a streamlined cloud solution. User generated content in real-time will have multiple touchpoints for

offshoring.

View the content. To view the linked file, click the link [1].

Note: Links to external URLs display an Open icon [2].

View Course Assignments

* Upcoming Assignments

Logical Fallacy Project
Due Jul 7 at 11:5%pm | -/100 pts

(0]

=i [Eiame travel guide (brochure or viden}]
- Available until Jul 21 | Due Jul 8 at 11:5%pm | -/100 pts

Click the name of an assignment.

For more resources please visit: http://cusps.zendesk.com
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Submit Assignment
Biome travel guide _
. Submit Assignment
(brochure or video)
Due Tuesday by 11:59pm Points 100

Submitting a text entry box, a website url, a media recording, or a file

upload
Available Oct 12 at 12am - Dec 20 at 11:5%pm 2 menths

Design a pamphlet or create a video about one of the seven biomes. What
do you think people need to know about your chosen biome? What makes it
different? What are its defining characteristics?

The end product must use the informing not the persuading tone.

To submit an assignment, click the Submit Assignment button to submit your work.

File Upload Text Entry Website URL Media

Upload a file, or choose a file you've already uploaded.
File: Choose File Mo file chosen

- Add Another File

Click here to find a file you've already uploaded

Cancel Submit Assignment

Your instructor will decide what kinds of submissions are appropriate for each Assignment. There are four
submission types: upload a file, submit a text entry, enter a website URL, or submit media.

For more resources please visit: http://cusps.zendesk.com
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Note: Not all file types may be available for your Assignment, depending on the assignment submission type set by
your instructor.

Submit a File Upload

File Upload Text Entry Wehsite URI Media

Upload a file, or choose a file you've already uploaded.

File: Choose File Mo file chosen

—~ Add Another File

Click here to find a file you've already uploaded

Cancel Submit Assignment

To upload a file from your computer and submit it as your assignment, select the File Upload tab.

For more resources please visit: http://cusps.zendesk.com
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Submit a Text Entry

File Upload Text Entry Wehsite URI Google Dot Media Office 365

Copy and paste or type your submission right here.

- — ] —

" X, = i=

- — ™

(1]
[l
Y
il
.
[l

B 7 U A~-A~- 1T =
B~ B & 22 W v= 0 = M T 12pt = Paragraph - ®

Cancel Submit Assignment

To submit a text entry assignment, select the Text Entry tab.

Submit Website URL

File Upload Text Entry Wehsite URL Media

Copy and paste the link to the web site you'd like to submit for this assignment.

Website URL:

Cancel Submit Assignment

For more resources please visit: http://cusps.zendesk.com
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To submit a website URL, select the Website URL tab.

Submit Media Recording

File Upload Text Entry Website URL Media

Use the link below to record your submission. Click "Save" when you're finished and ready to
submit.

H Record / Upload Media

B

Cancel

To submit a media recording, select the Media tab.

Submit Assignment

Cancel Submit Assignment

When you are ready to submit your assignment, click the Submit Assignment button.

View Submission

GSubmission
~ Submitted!
May 1 at 4:11pm

This assignment does not count toward the final grade.

Lab Notebook - Ecology Virtual Lab  [hars

Due Friday by 11:59pm Points 25

Submitting a website url or a file upload Comments:
Mo Comments

In this course we will use Collaborations to establish an electronic Lab Notebook for each

group.

After you have submitted your work, you will see information in the Sidebar about your submission [1]. For file
uploads, the sidebar provides a link to your submission to download if necessary.

For more resources please visit: http://cusps.zendesk.com
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If you choose, you may resubmit another version of your assignment using the Re-submit Assignment button [2].
You will only be able to view the details of your most recent submission in the Sidebar, but your instructor will be
able to see all of your submissions.

Once the instructor has graded your submission, the Grades link in Course Navigation displays a grading indicator.

You can also see details about your assignment and links to additional feedback in your Grades page.
Notes:

e Your assignment will still appear in Assignments and the Syllabus; the listing is not removed with assignment
submissions.

e When you resubmit an assignment, you can only access and view your most recent submission. However,
instructors can view all of your submissions.

Taking Quizzes and Exams Online

For detailed instructions, see the Canvas Student Guide: How do | take a quiz?

Your instructor(s) may administer your quizzes and exams online in Canvas. In Canvas, all quizzes and exams are
referred to as “quizzes.”

You can easily take a quiz by accessing the Quizzes page. Depending on how your instructor set up the quiz,
guestions may be shown all on one page or one at a time. If you are unable to finish a quiz you may be able to
resume it at a later time.

Open Quizzes

Files

Outcomes

==

Conferences

Collaborations

Chat

In Course Navigation, click the Quizzes link.

-
For more resources please visit: http://cusps.zendesk.com
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Open Quiz

* Assignment Quizzes

<7 The Articles of Confederation and the Constitution Quiz

Mot available until Jul 17 | Due Jul 24 at 11:5%pm | 10 pts | 10 Questions

Revolution Quiz

%
Closed | Due Aug ¢ at 11:59pm | 30 pts | 18 Questions
% Declaration of Independence Quiz
N Awvailable until Aug 25 | Due Aug 25 at 1:5%pm | 10 pts | 5 Questions

The Bill of Rights Quiz

10 pts | 10 Questions

Find an available quiz you'd like to take and click the title of the quiz.

Take Quiz

Declaration of Independence Quiz

Due Aug 25 at 1:59pm Points 10 Questions 5
Available May 19 at 12am - Aug 25 at 11:59pm 3 months
Time Limit 60 Minutes

Instructions

This practice quiz is to determine your understanding of the Declaration of Independence. Write
what you think each section or statement means. You have 1 attempt and 60 minutes to complete

To begin the quiz, click the Take the Quiz button.

the quiz.

For more resources please visit: http://cusps.zendesk.com
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View Quiz

Declaration of Independence Quiz Questions
Started: Jul 10 at 1:47pm S_imcer

Quiz Instructions

) Question 1

This practice quiz is to determine your understanding of the Declaration of
Independence. Write what you think each section or statement means. You have 1

attempt and 60 minutes to complete the quiz.
Time Running: Hid:

Attempt due: Jul 10 at 2:47pm
59 Minutes, 44 Seconds

-

For the following sections of the Declaration of Independence, write
in your OWN words what the founding fathers meant by them.

MNext »

Complete the quiz per your instructor's instructions. Quizzes will either have all the questions on one page, or each
guestion will be shown one at a time.

For more resources please visit: http://cusps.zendesk.com
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View Sidebar

Questions

'
- — s

o (7) Question 3
= (2) Question 4
(7) Question 5

F
[

L7) Question &

(%) Question 7

s

(7)) Question 8
Time Elapsed: Hide
Attermnpt due: Sep 2 at 11pm

0 Minutes, 26 Seconds o
S

(-

Questions

i~

(@) Spacer

® (?) Question 1
~ Question 2

® (7) Question 3
@ Question 4
(@ Question 5

Time Running: Hide
Attempt due: Jul 10 at 2:47pm
58 Minutes, 13 Seconds

n—

At any point during the quiz, you can view a summary of your quiz. Questions you've answered will be faded out
and identified by a checkmark icon [1], while unanswered questions will be bolded and identified by a question
mark icon [2].

You can also view the due date for the quiz [3]. In the sidebar, the quiz due date refers to the autosubmit date,
which can be a specified Until date or the last day of the course. This is not the due date set for when the quiz will
be marked late.

-
For more resources please visit: http://cusps.zendesk.com
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You'll also see a timer showing your progress on the quiz. For untimed quizzes [4], the quiz shows as the elapsed
time. If you are taking a timed quiz [5], the timer shows the running time and counts down until time expires.

Submit Quiz

Quiz saved at 1:52pm Submit Quiz

Canvas will save your quiz as you go through it. When you are finished, submit your quiz and view the guiz results to
find out your score.

Viewing Grades

For detailed instructions, see the Canvas Student Guide: How do | view my grades in a current course?

The Grades page in a course displays all current grades for all course assignments. You can also view scoring details,
comments, and rubrics.

Open Grades

Home
Assignments
Modules

Syllabus

[ Grades

Announcements

Discussions

In Course Navigation, click the Grades link.

For more resources please visit: http://cusps.zendesk.com
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View Grades

Grades fOI’ Emily Boone q S Print Grades
Course Q Arrange By g

History 101 v | DueDate W

Name Due Status Score Out of

A Closer Look: The United States

Constitution Written Response 1 Jan 1 by 11:59pm 20 E
Course Introductions Feb7 by 11:59pm & 10
The Bill of Rights Quiz Feb 13 by 11:59pm (LATE) <7 10
A Closer Look: Response 2 Feb 18 by 11:59pm & T 25
® Patriotism or Treason? Colonist vs.
British Citizen Point of View Essay Mar 13 by 11:59pm & 30 EW

From the grades page you can select the Course for which you want to view grades [1]. By default, grades are sorted
chronologically by assignment due date. In the Arrange by menu [2], you can also sort by module, assignment title,
or assignment group. To see the specified grades, click the Apply button [3]. Assignments that are not part of a
module will be shown at the end of the assignments list in alphabetical order. However, if modules or assignment
groups aren't used in your course, they won't be included as sorting options.

You can view the name of the assignment [4], the assignment due date [5], the assighment status [6], the score you
earned [7], and the total point value of the assignment [8]. You may also be able to view whether the assignment
includes scoring details, comments, or rubrics [9].

You may see various grade icons in the score column [10] indicating the type of assignment you submitted. These
assignments have not been graded by your instructor. Once the assignment is graded, the icon will be replaced by
your score.

For more resources please visit: http://cusps.zendesk.com
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View Grade Info

Bill of Rights Review
‘ Mar 13 by 11:59pm -

“Final Grade Info Close

This assignment does not count toward the final grade,

Some assignments include a black warning icon [1], which alerts you that points earned from this assignment will
not count toward your final grade [2]. You should still submit this assignment unless it has been excused by your
instructor.

View Comments

Video Assignment

Feb 13 by 11:59pm ] 25 o Y

Comments Close

(-

Thank you for your submission! Doug Roberts, Jan 2 at 3:10pm

If there are comments in your assignment, the assignment displays a comment icon [1]. To view comments, click the
icon. Comments will be organized chronologically [2]. To close comments, click the Close link [3].

View Scoring Details

Road to Revolution: Patriotism or Treason Mar 7 by 11:59pm 10 (4.0) o >

Score Details QCI-:
GMean; 9.2 High: 10 Low: 8.2 } Q ]

If you can view scoring details, click the Check Mark icon [1]. You can view the grade distribution for the assignment
and view the mean, high, and low scores [2].

The graph's horizontal line extends from 0 to the assignment's highest possible score [3]. The white box extends
from the lowest to the highest student scores. Your score appears as a blue square on this plot.

You will only see scoring details if more than five other students have submitted that assignment in the course. If
you do not see the scoring details, then fewer than five students have submitted the assignment.

To close scoring details, click the Close link [4].

-
For more resources please visit: http://cusps.zendesk.com
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View Rubric

Road to Revolution: Patriotism or Treason Mar 7 by 11:59pm 10 (A) 10 o >
-

Assessment by Doug Roberts

ei'_'l:]ar.. Rubric
———

Discussion Rubric

Criteria Ratings Pts

Follow Instructions 4.0 pts 0.0 pts

Full Marks No Marks 4 /4.0 pts
Instructor Comments
First Post 3.0 pts 0.0 pts
Full Marks No Marks 3/30pts
Instructor Comments
Second Post 3.0 pts 0.0 pts
Full Marks No Marks 3/3.0pts
Instructor Comments
“f:“f; Discussion Qutcome
v er descript 5.0 pts 3.0 pts 0.0 pts
threshold: 3.0 pts Exceeds Expectations Meets Expectations Does Not Meet Expectations 5/50 pts

Instructor Comments

°T0tal Points: 15.0
-

An assignment may also include a Rubric icon [1], which means the assignment included a rubric for grading
purposes. To view your results, click the icon. View your score based on the rubric [2]. To close the rubric, click the
Close Rubric link [3].

Note: The total rubric score may be restricted by your instructor.

View Points Grade Calculation

For more resources please visit: http://cusps.zendesk.com
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Assignments 89% E;d?uf
Discussions 66.67% 23?6(_3{?0;
Quizzes 90% iﬁﬂé
Extra Credit N/A Dc':?c?of
Total —p 80.88% E;gggé

If your course does not use assignment groups, your total grade can be displayed in points or percentage. If your
total grade is displayed in points, you can view your overall grade percentage. Again, your instructor may restrict
you from viewing your total grade.

Note: Your instructor may restrict you from viewing grade totals.

How to Participate in Group-based Assignments

Some activities in your course may require group participation. The following resources will guide you in those
assignments.

Discussions

For detailed instructions, see the Canvas Student Guide: How do | reply to a discussion as a student?

You can easily reply to any discussion. However, the reply option may vary depending upon how your instructor set
up the discussion. Discussion replies can be edited or deleted, as long as your instructor has not restricted this

setting in your course.

Before submitting a reply for a graded discussion, you may want to review all discussion information, such as the
graded discussion rubric, if any.

-
For more resources please visit: http://cusps.zendesk.com
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Open Discussions

Home
Assignments

Announcements

Discussions

Grades
Peaple

Pages

In Course Navigation, click the Discussions link.

Open Discussion

-, @ n
Last post at Apr 12 at 10:03am Due Aug 16 at 11:59pm

—, Bill of Rights Discussion 3 n
Last post at Apr 12 at 10am Due Nov 27 at 11:5%9pm

Click the title of the discussion.

For more resources please visit: http://cusps.zendesk.com
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Reply to Discussion

This is a graded discussion: 10 points possible due Apr 5
Course Questions '
Use this discussion thread to ask for clarification or further explanation of any of the course
assignments or activities.
Unread [l ] ~ Subscribe
< Reply
To reply to the main discussion, type your reply in the Reply field.
Post a Message
=1 HTML Editor
B 7 U A~A~-L E E = E E X x = =
£ o2 m V= K B N T 12pt - Paragraph  ~

L
Cancel

7 Attach Post Reply

Write your response in the Rich Content Editor [1]. You can add links, photos, equations, and/or media. If your
instructor allows, you can also attach files [2]. Once you finish, click the Post Reply button [3].

For more resources please visit: http://cusps.zendesk.com
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View Your Reply
L
.J'.'_\' Emily Boone
ar 3:20pm

When is the final project due?

< Reply

Your reply will be posted at the bottom of the discussion reply thread. The border of your post will flash indicating it
has been newly posted. The unread icon next to your post will immediately change to the read icon if Canvas
automatically marks your posts as read. However, if you manually mark your posts as read, the unread icon will

remain until you manually mark it as read.

Reply to a Comment

L]
ATA Emily Boone
-
ar 3:20pm

When is the final project due?

You can reply to a comment already posted by another student by clicking in the reply field below the post.

Note: Depending on how your instructor set up the discussion, the reply field may look slightly different.

Groups

For detailed instructions, see the Canvas Student Guide: People and Groups

As a student, you can create your own Student Groups for study groups, discuss an assignment, etc. You can be part
of more than one student group.

For more resources please visit: http://cusps.zendesk.com
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Note: If you cannot see the People tab in your course, or if you cannot see the Add Group button, your instructor
has restricted this feature.

Open People

Announcements

Discussions

(o)

Pages

Files

Outcomes

In Course Navigation, click the People link.

View Groups

Everyone Groups

All Roles

qe

Click the Groups tab.

o[
Everyone Groups g @: e malilis

4~ View Registered Services

All Roles

Ak

You can also access your User Groups through the Settings menu. Click the Options icon [1] and click the View User
Groups link [2].

For more resources please visit: http://cusps.zendesk.com
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Add Group

_ Grou
Everyone Groups

Click the Add Group button.

Choose Group Membership Option

New Student Group X

Groups are a good place to collaborate on projects or to figure out schedules for study sessions and the
like. Every group gets a calendar, a wiki, discussions, and a little bit of space to store files. Groups can
collaborate on documents, or even schedule web conferences. It's really like a mini-course where you can
work with a smaller number of students on a more focused project.

Group Name o
W
Joining - —

Course members are free to joir ¥

Invite Jessica Doe
Max Johnson
Bruce Jones
Joe Rogers
Mora Sanderson

Jane Smith

e

G

Name the group by typing in the group name field [1].

Determine who can join the group by clicking the Joining drop-down menu [2].

Course Members are Free to Join

Joining Course members are free to jnin

Membership by invitation only

For more resources please visit: http://cusps.zendesk.com
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If you want anyone in the course to join your group, choose the Course members are free to join option.

Membership by Invitation Only

Joining v Course members are free to join

Membership by invitation only

If you want to create a group with only specific people in your course, choose the Membership by invitation only
option.

Invite Users

Joining Course members are free to joir ¥
Invite Jessica Doe

Max Johnson
/ Bruce Jones

Joe Rogers

Mora Sanderson

Jane Smith

Invite users to join the group by clicking the checkbox next to each user's name. Users are listed alphabetically by
last name.

Notes about invitations and group membership:

e |[f you set the group membership option so that anyone can join, but you choose to select only a few of the
students to invite to the group, the remaining students who were not invited can see the group in the student
group list and can join the student group later.

e If you set the group membership option as invitation only, students who were not invited will not be able to see
the group in the student group list. If you want to add a new user to an invitation-only group at a later time,
contact your instructor for assistance.

For more resources please visit: http://cusps.zendesk.com
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Save Group

b

Click the Submit button to create a new group.

View Group

_ Grou
Everyone GFUUDS

' Group 1 Project Groups Visit Manage & 3 students LEAVE
' Group 2 Project Groups 2 students SWITCH TO
' Reading Group 1 Reading Groups 2 students o
’ Reading Group 2 Reading Groups Visit 4 students

" Discussion Group 1 Student Groups Visit e LEAVE
" 2 students JOIN

Discussion Group 2 Student Groups

The new group you created will now appear in your course groups.

-
For more resources please visit: http://cusps.zendesk.com
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Edit Group Details

Recent Activity in Discussion Group 1 Q %, Edit Group ]

Mo Recent Messages You don't have any messages to show in your T Announcement

Announcements @ stream yet. Once you begin participating in your courses you'll see this

P stream fill up with messages from discussions, grading updates, private Coming Up

ages 2 " .

messages between you and other users, etc. Nothing for the next week

People

Discussions

Files

Conferences

Collaborations

If you need to change the details of your group later, such as renaming the group you created, click the Edit Group
[1] button.

To switch between groups you have created, click the Switch Groups [2] link.

Conferences in Canvas (BigBlueButton)

For detailed instructions, see the Canvas Student Guide: Conferences

You can create a conference in your student group. Conferences can be created with as many users as needed,
though the recommended guideline is a limit of 100 users.

You can create multiple conferences, which are listed in chronological order by the date they were created. The
most recently created conference will appear at the top of the list.

Note: Creating a conference is a course permission. If you cannot create a conference, your institution has
restricted this feature.

-
For more resources please visit: http://cusps.zendesk.com
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Open Conferences

Syllabus
Outcomes
Quizzes

Modules

Conferences

Collaborations

Chat

In Group Navigation, click the Conferences link.

Create New Conference

~+ Conference

Click the Add Conference button.

-
For more resources please visit: http://cusps.zendesk.com
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Add Conference Details

New Conference X

g Name Group 1 Conference

g Type BigBlueButton

Duration i
@ 60 | minutes

o Options Enable recording for this conference
—

LLd

No time limit (for long-running conferences)

e Description
—

To create a new conference, type a name for the conference in the name field [1].

If you want to set a time limit on how long invited members are able to join the conference, enter the number of
minutes in the duration field [2]. The time limit will begin when the presenter starts the conference. Once the
duration has expired, new participants will be unable to join and the conference will continue until the last person
leaves the conference room or the conference organizer concludes the conference.

If you want to enable recording options for this conference, select the Enable recording for this conference
checkbox [3].

If you don't want to set a time limit for the conference, you can create a long-running conference by selecting the
No time limit (for long-running conferences) checkbox [4].

To create a description of your conference, type a description in the description field [5].

Invite Course Members

Members

Invite All Group Members

e

e Remove All Group Observer Members
e—

For more resources please visit: http://cusps.zendesk.com
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You can add any user in your group to your conference. However, once a user has been invited, the user cannot be
removed from the conference.

By default, all members in the group will be invited to the conference [1].

To remove all group observer members from the conference invitation, select the Remove All Group Observer
Members checkbox [2]. When this checkbox is selected all course members except observers are invited to the
conference.

Note: Conferences can accommodate as many users as needed, though the recommended guideline is a limit of 100
users. If your group contains more than 50 people, you will have to invite group members individually.

Select Individual Members

Members

Invite All Group Members

()

Remove All Group Observer Members

e Jones, Bruce

Rogers, Joe

Sanderson, Nora

If you want to select specific members of your group, deselect the Invite All Group Members checkbox [1]. Select
the checkbox(es) for the individual member(s) you would like to invite [2].

View Conference

* MNew Conferences

Group Project Conference Start &g v

View your created conference.

For more resources please visit: http://cusps.zendesk.com
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Start Conference

* New Conferences

Group Project Conference

We will discuss our upcoming project.

Start we T

Next to the conference you want to start, click the Start button. Canvas will direct you to the conference room for
your conference.

Where to Get Help

Educational Technology Guides

These documents are part of a series of helpful guides created by the Online Curriculum and Instruction unit to
identify specific educational technologies and best practice in online pedagogy. We are making these resources
publicly available to help our online students and faculty better understand the tools used in their online courses.

SPS Educational Technology Guides

CUSPS Helpdesk

For technical support and general troubleshooting please reach out to our helpdesk at cusps.zendesk.com

Canvas Student Guide

For detailed guides to all of the features, see the Canvas Student Guide.

-
For more resources please visit: http://cusps.zendesk.com
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