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To support the needs of School Office staff and other groups around the University, two
“Colleague’” roles have been established in Canvas.

These are “Account-level” roles rather than module roles, which means they give rights
over all modules in a School or Department. They have been assigned based on existing

records for Study Direct, but can be assigned to additional staff on request.

There are two Colleague roles, “Colleague (editor)” & “Colleague (Viewer)

Colleague (editor) Colleague (viewer)

On the global sidebar you will find a button above the Dashboard icon
called “Admin”, clicking this button will give you access to the Admin
Acrount tab.

@ On the admin tab you will find a list of
L the Schools / Departments to which you
o have access. You can either click into an ool | Geosraphy
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individual area or click “All Accounts” to International Relations
Dashboard .
locate modules and people from all your Admin | School of Global Studies
Schools / Departments.

Modules

Once you've selected the Schools / Departments you'll be presented with a number of
section links in the sidebar.

= School of Global Studies > International Relations » Modules

~ | | Search modules.
People
Statistics.
SIsID~ Term Teacher Sub-Account Students.
Outcomes

Alex Alsh
Rubrics & exsishr International
@) nrie Bresn Relations 27 tES

Show more:

0001F T1-2 18 19

-, Global Issues, Local Lives: Anthropology, Geography, International Relations and 2018/19 Semester 182
Grading International Development Teaching

Question banks

Canvas Data L Emilia Roycroft

Portal Race and the Making of the Modern World 00UNE T2 1819 2018/19 Spring @ corminder Itenaions

Admin tools

Analytics

Settings

Sovereignty, Discipline and Government: Reading Foucault for International Relations  001R4 T2 18 19 2015/ 19 Spring

emester

Last updated: 26/09/28. Canvas is regularly updated and refined; as a result, some elements referenced in this guide may have been amended
since it was written. For any further guidance, please contact tel@sussex.ac.uk
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The “Colleague (viewer)” role has access to use the “Modules” and “People” sections. The
“Colleague (editor)” role uses all sections.

Modules: Will let you search and view modules. Clicking on the name of a module will
open up the module for viewing (and editing, if a “Colleague (editor)”).

People: Will allow you to view and search for users by their name, email address or
network username and view details of their account and enrolments.

Statistics: Will show you a list of the most recently started modules, the most recently
ended modules and the most recently logged-in users.

Admin tools: Will give you access to two tabs, Restore modules, which allows you to
restore a deleted module, and Logging, which allows you to generate various logs of
activity.

Analytics: Will give analytical information about courses and modules, such as activity on
modules.

Settings: Will display settings options for the School / Department account. From here
you can access the “Reports” tab, which allows you to view various sets of data from

— School of Global Studies > International Relations > Semngy
Modules Admins Annuunﬁ‘mmtsADDS Feature options
People

Name Last run

Statistics

Grade export (3) Never Configure...
Qutcomes

LTI Report (3) Never Configure...
Rubrics

Last User Access (7) Never Configure...
Grading

Last enrolment activity (7) Never Configure...
Question banks

MGP grade export (7) Never Configure...
Canvas Data
Portal Module storage (7) Never Configure...

Admin tools Outcome Results () Never Configure...

Y Outcome export (2) Never Run report

Next to the name of each report optionis a @ symbol which will provide you with an
explanation of each report when clicked.
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The grey Configure.. button will then allow you to define various parameters e.g.

limiting the report to a certain term, including deleted objects (deleted course, users or
renrollments), by enrolment state, etc. Most reports require you to define the parameters
before running the report.

Once you have started a report it may take some time to run. You will be emailed when

the report is ready. Once it’s ready, go back to the reports tab and click the download icon
next to the report you requested. This will download the relevant data as a CSV file.

Module storage @ 7 Aug at B:46 (Term: All Terms Configure...
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