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1.

Introduction

The purpose of this guide is to familiarise you with Kingston University’s process for
sharing the range of learning, teaching and assessment material that will enable you
to undertake your duties effectively. The process outlined in this guide is owned and
administered by Kingston University’s Academic Registry with support from the
Canvas team and BOX team.
Dependent University Systems
BOX is the University online file system and is used to store and share documents
and files with both internal users (staff and students) and external users (internal
moderators, external examiners and University partners).
Canvas is the University’s virtual learning environment (VLE), where teaching and
learning content and activities are held and where students make assessment
submissions and receive grading and feedback. The VLE is an integral part of the
student experience at Kingston.
Canvas may be accessed via a PC, Mac, tablet and mobile phone. You can find the
Canvas app on both the Apple and Android app stores.
The Module Box
The Module Box forms the central repository where all moderation materials can be
located for a module. It will contain an assortment of files relevant to the modules,
including timetables, module guides, module enhancement plans and module
descriptors. The Module Box is available via Kingston’s online storage system called
BOX.
Support
Module leaders will tell you where to find appropriate documents on CANVAS and
BOX for the modules/courses for which you are an external examiner. They will also
brief you on accessing alternative forms of assessment and may adopt a different
approach to organising the sample of work for you.
If you have any technical difficulties please contact IT services on 020 8417 3355
between 08:00 and 18:30, Monday to Friday. Please select option 3 for general IT
support. Or you can enter an enquiry via the following link:
http://www.kingston.ac.uk/information-and-technology-services/service-desk-portal/
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2.

Logging In to Box

You will have been given access to the BOX folders you need by the respective
module leader(s).
i)

Start a web browser. If the browser is already started, open a new tab or
window.

ii)

To start Box, go to the URL below:
https://kingston.app.box.com/

This will take you to the Box login screen.
iii)

If you see the following screen, click Continue.

iv)

Enter your KU email address, using your KU number (e.g.,
ku123456@kingston.ac.uk) and password. This is the same information used
previously to login to all University systems.

v)

If this leads to you signing on to your own University or Company’s Box
account, then please use ‘Incognito’ in Chrome, ‘InPrivate’ in Windows or use
another browser e.g. Maxthon (http://www.maxthon.com/).

vi)

If this fails and you need further help, then please contact IT services on 020
8417 3355 between 08:00 and 18:30, Monday to Friday. Please select option
3 for general IT support.
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3.

Accessing Module Box Folders
Select the module folder for the module you are examining (e.g., XXXX
Private).
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Inside the module box initially you will see two folders: Archive and Module Box
(current year). The Archive will contain the previous year’s Module Box. In 2017/8,
this is likely to be empty as this is the first year of using Box and Canvas.

Inside the Module Box folder will be a list of folders where module materials,
including samples of assessed student work, will be stored. To open any folder, click
on the folder name.

4.

Folders in the Module Box.

Folder 1 Information about the Module
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The first folder Information About The Module has three sub-folders.

Where possible, links have been made to a Module’s presence in Canvas to allow
direct access to relevant content when available. For example, when you navigate
into the folder called Module Guide you will see a link as below.

Clicking on this link will lead you into Canvas. You will see a message:

Clicking continue will lead you directly into relevant information in Canvas. In this case, it
will be the Syllabus Page (the online Module Guide), as below:
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The Syllabus will give you details of the Module’s Aims, Learning Outcomes, and an outline
of how the module is assessed and delivered.
Wherever possible direct links to relevant parts of a Module in Canvas have been provided
through Box, allowing you to navigate from Box to the required materials for your role as an
External Examiner.

Folder 2 Draft Assessment
The second folder, Draft Assessment, is where you can expect to find draft Assessment
Briefs, Tests, Exams etc. for comment. The module leader will email you, when the draft
assessments are available for comment, they will also contact you to pass on the password
for any password-protected documents. Module leaders will eventually place final versions
of assessments in the folder called Assessment. As this information is confidential, please
ensure that you do not leave this screen open when you are not at your PC/MAC or tablet.
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Evidence of internal moderation of the Draft Assessment with also be provided here.
Folder 3 Assessment
The third folder Assessment will contain the final versions of the Assessment with the
following structure. As this information is confidential, please ensure that you do not leave
this screen open when you are not at your PC/MAC or tablet.

You may find links to Canvas that offer combined views of briefs and criteria.
Folder 4 Learner Support Material
Here examples of Learner Support Material will be found along with a link to the Module’s
Home Page in Canvas. From the Home Page you will be able to navigate through the
Module. Further details on this are provided later in this document.
Folder 5 Sample of Assessed Student Work
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In folder 5, a Sample of Assessed Student Work will be offered, along with evidence of the
internal moderation process, a breakdown of marks for the module, and a link to Canvas to
view more assessed work if you wish. The module leader will email you, when the sample
student work is available for you to audit. The following sub-structure is present:

As this information is confidential, please ensure that you do not leave this screen open
when you are not at your PC/MAC or tablet.
Folder 6 Module Enhancement Plan
This contains the Module Enhancement Plan. This contains details of the module’s
performance over the year along with Student Feedback, a commentary from the module
team, and future plans.
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5.

Uploading files to Box

You can upload completed moderation forms and any edited draft assessment
briefs/ examination papers to the module box. Alternatively, you can email the
moderation forms to staff, but please do not email draft examination papers.
It would be helpful to email staff once you have done the moderation.
To upload a file, click the Upload button located on the left-hand side.

Select the document (Grades transcript, Annotation document) and Click Open
Note- The below screenshot was take on a Mac and may differ slightly from
Windows
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Once the document is uploaded it will be displayed as denoted below.

What follows next is an introduction on Canvas, with details of how to access Canvas
directly without going via Box.

6.

Introduction to Canvas

You will have been enrolled on the Canvas modules for which you are responsible
by the respective module leaders.
Logging In
Start a web browser, preferably Chrome.
vii)

To go to Canvas, go to the URL: https://canvas.kingston.ac.uk

viii)

You will see the Canvas login screen. Enter your KU email address, using
your KU number plus “@kingston.ac.uk” (e.g., ku123456@kingston.ac.uk)
and password. This information will have been sent to you by the Quality
Assurance and Enhancement section.
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ix)

If this leads to you signing on to your own University or Company’s Canvas
account, then please use ‘Incognito’ in Chrome, ‘InPrivate’ in Windows or use
another browser e.g. Maxthon (http://www.maxthon.com/).

x)

If this fails and you need further help, then please contact IT services on 020
8417 3355 between 08:00 and 18:30, Monday to Friday. Please select option
3 for general IT support.

Finding Your Way Around Canvas
Once logged in you will see the dashboard, which will list all the modules you have
access to in Canvas. Select the module you are auditing from the dashboard page. If
you do not see the module you need on the dashboard, please contact the module
leader, who can enrol you in the module.
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Account Profile settings
Dashboard Helps you see what
is happening in all your modules
and allows you to figure out what
to do next

Assignments Online assignments,
quizzes and graded discussions
Discussions Student discussion
boards

Courses A list of all your
Kingston modules

Grades Displays grades for all
module assignments

Calendar Module specific
calendars

Pages Contains links to Topic and
Unit pages

Inbox Send and receive
messages with those on your
modules

Syllabus Contains module
information, including aims and
learning outcomes

Help 24/7 support, ask for help
and search for solutions

Side Menu and Module Menus
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From the dashboard select the module you wish to view.
Assignments, viewing grades and feedback
Home page, select Assignments, located on the left-hand menu.

Assignments are divided into weighted groups based on their contribution to the
module total. To view the details of an assignment, click on that assignment.
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The Assignment details page includes the assignment brief, assessment rubric and
deadlines.

Feedback can be reviewed through SpeedGrader, which is accessible from the righthand menu.
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Feedback, grading and comments
Grading the online assignment is done through SpeedGrader, Canvas’s integrated
marking and feedback platform.

Student selection
The full list of students can be viewed by clicking on the down triangle in the upper
right corner, next to the current student’s name.

The list can be sorted alphabetically; by date submitted; or by submission status. To
change how the list is sorted, click the settings cog in the upper left corner of the
window.

Assignment comments Overall comments made about the assignment can be
found in the bottom right-hand corner.
In-line comments In-line comments can be left throughout the body of the
assignment, linked to a section of text or individual word.
Rubric Rubrics are used to standardise grading and make clear to the student the
areas which the assignment seeks to consider. Note: not all assignments will be
graded with rubrics.
Grades allow you to see the overall marks for a module and also navigate to
students’ work.

16

In the Grades area, you are presented with a spreadsheet style view:

Clicking on a Student will enable you to see more details.

17

Clicking Grades then gives you detailed access to their work.

You can further expand this by selecting Show all details which offers the following
view:
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If MCQ tests have been used then further details can be accessed by using the
Quizzes navigation to access the quiz:

Then click on the individual quiz to see the following screen and then select Quiz
statistics.
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This offers an overall analysis and a breakdown by student and question.

For further support about module content and assessment please contact the
module leader. They will be best able to show you their module.

7. How to turn off Canvas Notification emails
From your Dashboard of Canvas, click on Accounts at the top left of the screen,
Figure 1 and then click on notifications, Figure 2.
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Figure 1

Figure 2
To turn off notifications via email of any other medium click on any x that is not
highlighted green, Figure 3

21

From here you can also adjust all notification you receive via email or push
notification on your portable device.
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