The following is a list of questions and notes about the process of converting EDGE courses into Canvas courses. See the Cap Ed Template for a visual illustration of the desired output. Within this document, click ViewNavigation Pane for a clickable table of contents.
Questions for the Implementation Consultant
[bookmark: _GoBack]Syllabus
Grade Weights: On the Syllabus page, can we get assignments’ points to appear in the Assignments Summary table along with the due dates?
Assignments Summary: Can we change the title to just “Assignments” (i.e., delete “Summary:”)?
Modules
Breadcrumb: At the top of the Modules page, can we change “Modules” to “Home?”
Formatting
Headers/Styles: Can you set up individual CSS styles (maybe via div tags?) for certain headers, and can these headers include icons? We use some headers (for example, “Readings”) a lot, and would like to precede them with a small graphic that can be easily swapped out later if needs be. We also have a few special types of formatting. Here’s the full list:
	Headers (based on Header 2):



	Special Formatting (see below for details):









Conversion Notes – General
The Conversion Process
Planning: After you read through these notes, schedule a call/screen-sharing session with us so that we can talk through the particulars and make final tweaks to the guide as necessary.
Conversion: As you convert a course, follow the structure and format of the Cap Ed Template. Note that, within the templates, information for you to fill in is highlighted in yellow. Default text that should (usually) remain is not highlighted. Placeholder links point to Google.
Not every course will match the structure in the templates. For example, some courses will have Learning Outcomes on the Course Policies page; others won’t. When in doubt, follow this rule of thumb:
· If a course in EDGE has a component that isn’t in the Canvas templates, transfer the component into the Canvas version and format it according to the general conversion guidelines.
· If a course in EDGE doesn’t have a particular component called for by the Canvas templates, delete that component in the Canvas version. 

As you work, please document questions you have for us and flag instances where something seems to be broken in the original EDGE build. (For example, if you see text like “INCLUDE TAG ERROR FOR REFERENCE:[library/xml/assignment_1a].”
Navigation
	EDGE Element
	Canvas Element
	Conversion Notes

	Course Map
	Navigation Links
	Enable the following Canvas navigation links, in this order:
· Home
· Syllabus
· Announcements
· Chat
· Discussions
· Grades
· People

Disable the other options, with the following exceptions:
· If a course has Live Meeting enabled (under Course Social Centers) in EDGE, enable the “Conferences” link under “Discussions.”
· If a course has the Team Room enabled (under Course Social Centers) in EDGE, enable the “Collaborations” link under “Discussions” in Canvas.

Then transfer the nodes/pages listed under the Course Map in EDGE into corresponding modules/pages in Canvas. See the notes in the rest of this document for specifics.


	N/A
	Home Page
	Set the Modules page as the Home page.



Orientation
	EDGE Element
	Canvas Element
	Conversion Notes

	Welcome Page
	Welcome Page
	Don’t transfer the Welcome page from Edge. Instead, create a new Welcome page that follows the format of the Welcome page in The Cap Ed Template.

In the Orientation module, preface the Welcome Page with a text header that reads “Get started by opening the Welcome page.”


	N/A
	Course Policies
	Create a Course Policies page. See below for details.


	Getting Started Page
	[School Name] Orientation
	Don’t transfer the Getting Started page from Edge. Instead, insert a link to the school’s orientation course. If no orientation course exists yet, create a placeholder for it.


	N/A
	Assignment 0: Meet Your Classmates Discussion

	End the Orientation module in Canvas with an “Assignment 0: Meet Your Classmates Discussion” modeled after the assignment of the same name in the Cap Ed Template.


	N/A
	Instructor Guide
	Create an UNPUBLISHED “Instructor Guide” page at the end of the Orientation Module. Use a table format on the Instructor Guide page to house the content of any "Visible to Faculty Only" notes you find in the course (except for the note on the Syllabus that begins “Note, if you are reviewing this course in the production environment…”)

In the table, use the first column to list and link to the affected pages. Use the second column to recreate the relevant "Visible to Faculty Only" content. See the Cap Ed Template for an example.

AGAIN, DO NOT PUBLISH THIS PAGE. It should remain hidden from students, as some of the "Visible to Faculty Only" notes contain answer keys.

If there are no "Visible to Faculty Only" notes, delete this page.



Syllabus
	EDGE Element
	Canvas Element
	Conversion Notes

	Syllabus Node/Page
	Syllabus Page
	Transfer all Syllabus content from Edge, with the following exceptions:
· Course Policies: Create a separate page for the Course Policies and insert this page into the Orientation module, beneath the Welcome Page.
· Print/Home Instructions: Beneath the introductory paragraph, add the following: “If you'd like to download or print a copy of this syllabus, select the Print option from your browser menu and save a PDF version or print a paper version of this page. When you're ready to start your course work, select the Home link in the left-hand navigation bar.”
Do NOT transfer over the “PDF of Syllabus” from EDGE. This goes for the first page in each unit as well—don’t transfer over the “PDF of Unit X.” 
· Schedule and Grading: Change the text of this note to: “Unless otherwise noted, all assignments are due by 11:59 p.m. (Central Time) on the specified due date. Be sure the time zone for your user account is set to your own time zone.” Adjust the listed time zone as needed.
· Visible to Faculty Only Note: Delete the note that begins “Note, if you are reviewing this course in the production environment…”
· Readings: Above the Assignments Summary, add a “Readings” section and recreate the listed readings in a table format. Link to each Reading page. See The Cap Ed Template for an example. If possible, style the Readings table to look like the Assignments Summary table (i.e., no vertical borders; light-gray horizontal borders).


	Course Policies Page
	Course Policies
	Transfer all Course Policies content from Edge, with the following exceptions:
· Expectations: Delete the “Expectations” header.
· Timing: Delete the Timing header and text.
· Due Dates: Delete the Due Dates header and text.
· Prerequisites: Promote the “Prerequisites” header (if present) to Header 2.
· Participation: If the participation section begins with the boilerplate line “Information sharing is extremely valuable in any learning experience,” delete the Participation section. (We’ll recreate it in the Orientation course.) But if the Participation section looks course-specific, leave it as is.
· Assessment Criteria: If this section starts with a paragraph that begins, “In this course, your faculty member will assess whether…”, change the paragraph to this: “In this course, your faculty member will assess whether your work demonstrates that you have mastered the learning outcomes. For most units, you will complete one or more assignments. For each assignment, you will receive a numerical grade. Each assignment grade will in turn contribute to your final course grade, which will be one of the following:”
· School-wide Policies: Delete generic, school-wide content such as Code of Conduct. Instead, add this content to the appropriate page of the school’s orientation and link to that page. (If no school-specific orientation exists yet, create a placeholder.) Do the same for department-wide content. See the Cap Ed Template for an example of how to format this. 


Resources
	EDGE Element
	Canvas Element
	Conversion Notes

	Additional Pages/Nodes Beneath the Syllabus
	Resources
	If the EDGE course has additional pages/nodes between the Syllabus and Unit 1 (a.k.a. Week 1 or Module 1), transfer them to a Resources module beneath the Orientation module in Canvas. If there are no additional pages/nodes before Unit 1, do not create a Resources module.



Readings
	EDGE Element
	Canvas Element
	Conversion Notes

	Reading Pages
	Reading Pages
	Transfer all Reading content from EDGE, with the following exception:
· Participation Notes: Delete notes that begin “Remember, participation in class discussions…”
· Begin This Unit: If a reading page has an Introduction, delete the “Begin this unit…” note (and be sure an “Introduction” header is present). If a course does NOT have an Introduction, keep the “Begin this unit…” note.



Assignments
	EDGE Element
	Canvas Element
	Conversion Notes

	Assignment Pages (general)
	Assignment Pages (general)
	Transfer all Assignment content from EDGE, with the following exceptions:
· Titles: Do not transfer the “Overview” tag at the end of each assignment title on the Course Map.
· Learning Outcomes Notes: Delete notes that begin with “What will you learn from this assignment?”
· File-naming Conventions: Delete notes that begin with “Before sending a document to your faculty member…” 
· Grade Objects: Do not transfer over submission forms that look like this: 


· Submission Form References: Delete references to the submission form. (E.g., change “After you submit your paper using the form below…” to “After you submit your paper…”)
· Turnitin: Configure assignments to be submitted through Turnitin via the “External Tool” submission option.


	Grade Weights
	Points

	To get the appropriate point value for each assignment, take the Grade Weight percentage from EDGE and multiply that value by 10. For example, if an assignment was worth 3% in EDGE, the assignment should be worth 30 points in Canvas.

For quizzes, divide the total points allotted to the assignment by the number of questions, and assign each question the resulting value. For example, if a quiz with 10 questions was worth 2% in EDGE, the quiz should be worth 20 points total in Canvas, with each question being worth 2 points individually.


	References to Reading Pages
	References to Reading Pages
	If the instructions reference the assigned readings for the current unit, link to the appropriate Reading page. For example: “Complete the assigned readings for this unit.”


	Submission Instructions
	Submission Instructions

	For assignment pages that require students to submit a file, add the following as a final step:

Turn in your work by selecting Submit Assignment.


	Materials
	N/A
	Don’t transfer the Materials section (if any). Instead, link to each material within the instructions. Delete any references to “in Materials below” and adjust the text as necessary. See The Cap Ed Template for examples.

For example, if the original instructions said…

1. Complete the assigned readings for this unit and review the resources in Materials below.

…then you should change the text to…

1. Complete the assigned readings for this unit and review the following:
· [Material 1]
· [Material 2]
· [etc.]


	Peer Reviews
	Peer Reviews
	In EDGE, if an assignment has a peer-review component, adjust the instructions as necessary to map to Canvas’s Peer Review settings. Default to “Manually Assign Peer Reviews.”


	Team Assignments
	Group Assignments
	In EDGE, if an assignment is scoped as a “Team” assignment, adjust the instructions as necessary to map to Canvas’s Group settings. Default the Group Assignment settings to “I’ll create groups manually.” Change references to the “Team Room in Course Social Centers” to the “Discussions and Collaborations links.”
  


Discussions
	Discussion Pages (general)
	Discussion Pages (general)
	By default, the Student Settings for discussions should allow students to
· Create discussion topics
· Edit and delete their own posts
· Attach files to discussions

Individual discussions should have “Allow threaded replies” and “Allow liking” checked by default.


	Dates
	Dates
	If the instructions in EDGE mention specific dates, delete the calendar portion (i.e., month / day of the month) of those dates and adjust the wording so that it references only the day of the week.

For example, if the instructions say…

1. By Monday, January 1, in a post to the discussion below, respond to the following:

… change the instructions to…

2. By Monday of this week, in a post to the discussion below, respond to the following:


	Hybrid Paper/Discussion Assignments

	N/A
	If an assignment in EDGE includes both a discussion and a paper submission component, use a discussion page in Canvas to create the assignment. (Students will attach their paper in a discussion post.)



Quizzes/Exams
	Quizzes/Exams (general)
	Quizzes (general)

	If possible, delete the default “Instructions” header that appears in Student View in Canvas. If that’s not possible, delete the “Your Assignment” header.

In the Steps, change instructions like “Launch the quiz/exam by clicking the link in Materials below” to “Launch the quiz by selecting Take the Quiz.” Also change instructions like “Answer all the questions in the quiz and click Grade Quiz” to “Answer all the questions in the quiz and select Submit Quiz.” 

By default, quizzes/exams should show one question at a time. Retain the other default quiz settings.

Some quizzes/exams pull from a question pool. Check for this in the source file (available via Downloads in EDGE). We used an authoring tool called Respondus to create most of our quizzes.


	External quizzes
	N/A
	Some quizzes have specific constraints (such as timing) and are currently hosted externally on third-party sites like Test.com. Replicate these constraints in Canvas. We will provide you access to Test.com.


	Materials
	N/A
	Watch for quiz questions that reference a “Materials” section. These questions will need to be edited to point to the appropriate document on the quiz’s main assignment page.



Participation
	EDGE Element
	Canvas Element
	Conversion Notes

	Participation Node/Page
	N/A
	If a course includes a Participation node in EDGE, create a Participation module at the bottom of the Modules page in Canvas, and create a Participation assignment with the corresponding content. Replace “…counts as X% of your overall course grade” with “…counts towards your overall course grade.”



Formatting
	EDGE Element
	Canvas Element
	Conversion Notes

	Headers
	Headers
	Since Header 2 is the highest header level available in the rich-content editor for Canvas, when transferring content over, step the header style down one level for each header. (So Header 1 in Edge should become Header 2 in Canvas, Header 2 in EDGE should become Header 3 in Canvas, etc.)

Also, title-case all headers, even if they were in sentence case in EDGE.


	Faculty-only Notes
	N/A

	In Canvas, move any "Visible to Faculty Only" content to the Instructor Guide page. Then, on the original page where you found the "Visible to Faculty Only" note, insert this in a gray box instead:

“Note to Faculty Member: See the Instructor Guide for notes about this page.” 

Link “Instructor Guide” to the Instructor Guide page as shown.

If there was more than one “Visible to Faculty Only” note on a page, only insert the replacement note once on that page. And if possible, create a “Faculty-only Notes” style for the gray box.


	Sidebars
	N/A
	Recreate sidebars (Notes, Cases, Examples, Tips, etc.) as inline text in a light-green box. See the Cap Ed Template for an example.

If possible, create a “Sidebar” style for this. 


	Popups
	N/A
	Convert popups (such as Learn Mores) into individual Word documents.
 

	Website Links
	N/A
	If a link is styled in the format “Google (website),” delete “(website)” and hyperlink the name of the link instead (e.g., “Google.”)
 


Terminology
	EDGE Element
	Canvas Element
	Conversion Notes

	Click vs. Select
	N/A
	Change “click” to “select” (since some learners will be accessing the course via mobile devices).


	Course Map
	Navigation Links
	Change “Course Map” to “Home page” or “left-hand navigation links” as appropriate.


	Faculty Office
	Inbox
	Change “Faculty Office” to “Inbox.”


	Microsoft Word/Excel/PowerPoint

	N/A
	To account for multiple forms of office software:

· Change “Microsoft Word document” to “word-processing document.”
· Change “Microsoft Excel document [or spreadsheet]” to “spreadsheet.”
· Change “Microsoft PowerPoint presentation [or slide deck/slide pack/document]” to “slide presentation.”


	Screen Location
	N/A
	Remove directional references to buttons. (E.g., “Select Submit Assignment above” should be just “Select Submit Assignment,” since the mobile view might move things around.)



Conversion Notes – School Specific (TBD)
Houghton
Will not be moving to Canvas.
USF
	EDGE Element
	Canvas Element
	Conversion Notes

	Statement of Understanding (on the syllabus)

	
	TBD…


Welch
Will not be moving to Canvas.
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Case: Read about this case & of mistaken identity.
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Assignment 1a — due Tuesday, January 2

Worth 2.5% of your final grade

Post your contribution to this discussion as a message on this page below.

After your faculty member has graded your comments, look for your feedback on the
Assignment 1a Grade page.

Your assignment grade will appear here and on the Assignment 1a Grade page.

NOTE TO FACULTY - You must be on the Grade page to see a particular student
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Note to Faculty Member: See the Instructor Guide for notes about this page:






