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Canvas Quiz checklist 
This checklist provides the essential settings that you may need to set up and check for your Final Assessment.  
We encourage you to work with your Faculty to tailor it to your requirements.  
 
Visit the Remote Learning website for detailed guides on how to develop, design and deliver Final Assessments and steps on the Final 
Assessment process for teachers. 
 
 
1. Create FINAL ASSESSMENT in Course Shell 

 Create quizzes in the ‘FINAL ASSESSMENT’ Assignment group. Make sure they are unpublished in the Course Shell. The quiz should 
only be published on the day of the Final Assessment. 

1.1 Check Canvas Quiz settings: 

 Choose Quiz type ‘Graded quiz’. 
 Select ‘Shuffle answers’ to allow randomised display of order of 

answers if using MCQs (but rephrase any MCQs with answers that 
depend on their position, e.g., “All of the above”). 

 Untick ‘Time limit’ and make sure the minutes is blank. 
 Untick ‘Allow multiple attempts’. 
 Untick 'Let students see their quiz responses'. 
 Tick ‘Show one question at a time’ 
 Untick ‘Lock questions after answering’. 
 Leave ‘Quiz restrictions’ options unticked (do not ‘Require an access 

code’; do not ‘Filter IP addresses’). 

1.2 Additional settings to check: 

 Under ‘Assign’, set Availability times for 24 hours in NZST and add a 

30 minutes grace period. 

 Upload files associated with your assessment questions and lock them so they can’t be accessed prior to the assessment period. 

 Include any necessary consent forms/processes, e.g., for recording live oral assessments. 

 Include an academic honesty declaration statement in the Final Assessment. 

 Add reminders to students not to click on ‘Submit quiz’ until they have reviewed and completed their quiz. 

1.3 Add student instructions: 

Include instructions to students about your expectations for what their assessment answers will include (and not include), as well as 

technical aspects. This could include instructions on: 

 File types you require as part of their submission. 

 Naming conventions you require files to be labelled (e.g., do not use special characters because it can cause incompatibility issues). 

 Resources and tools they may or may not use to complete their answer. 

 Word count (including what you will do if students do not adhere to word count, how they are able to keep track of word count). 

 Marking rubrics, if appropriate. 

 Remind students not to submit until they are absolutely sure they do not want to change anything more as they will not be able to 

re-open a submitted quiz. 

 Referencing expectations, including what, when, and how to reference. 

 Student support instructions. 

2. Teachers to submit request for the Exams Office to review Course Shell two weeks prior to the Final 
Assessment date. 

3. The Exams Office will import the content into the real course one (1) day before the Final 
Assessment date. 

Teachers would need to check the following settings in the real course before publishing: 

 Unpublish/remove any duplicates of Final Assessments 

 Check points and weighting are correct for the Final Assessment. 

 Check dates in the assignments are correct. 

 Go to Grades and change the Grade Posting Policy to 'Manually' so answers are not revealed to students during the assessment 

period. 

 Publish Final Assessments before 1pm NZST. 

https://remotelearning.auckland.ac.nz/
https://remotelearning.auckland.ac.nz/assessments/final/
https://remotelearning.blogs.auckland.ac.nz/assessments/final/process/
https://remotelearning.blogs.auckland.ac.nz/assessments/final/process/
https://remotelearning.auckland.ac.nz/assessments/final/design/#shorter-sections
https://remotelearning.auckland.ac.nz/assessments/final/design/quiz/#settings
https://remotelearning.auckland.ac.nz/assessments/final/design/mcq/
https://remotelearning.auckland.ac.nz/assessments/final/design/quiz/#set-times
https://www.canvas.ac.nz/2020/05/06/images-in-quizzes-can-students-see-them-in-files/
https://remotelearning.auckland.ac.nz/assessments/ai/
https://remotelearning.auckland.ac.nz/assessments/final/design/quiz/#submit
https://remotelearning.auckland.ac.nz/assessments/final/design/#word-limit
https://remotelearning.blogs.auckland.ac.nz/assessments/final/marking-scripts/#rubrics
https://remotelearning.auckland.ac.nz/assessments/final/student-experience/#referencing
https://remotelearning.blogs.auckland.ac.nz/assessments/final/process/#course-shell
https://remotelearning.blogs.auckland.ac.nz/assessments/final/process/#submit
https://remotelearning.blogs.auckland.ac.nz/assessments/final/technology/#release-times
https://remotelearning.auckland.ac.nz/assessments/final/design/quiz/#answers

