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Canvas- Student Guide

1. Getting Started With Canvas

A. What is Canvas?

Canvas is a learning management system adopted by SUSS and used by students
throughout your entire study to:

e Access course-related materials such as classroom recordings and important
announcements

» Participate in online discussion and quizzes

e Submit written assignments

o Obtain marked assignments and scores

» Attend online classes

B. Canvas Technical Requirements

For Canvas to work well for the user, the user computer must be correctly configured and

installed with software that meets the following minimum technical requirements:

Operating Systems

e Windows 10
e MacOSX

Computer Specifications
e Desktop or laptop with at least 4GB RAM and sound card
¢ Built-in Broadband Wired or Wireless Card
e Built-in Speakers & Mic with Webcam
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Additional Software

a. Microsoft Office 365

Provided via login to
https://login.microsoftonline.com and
sign in with your SUSS email credentials.

For technical assistance, please email to
mymailsupport@suss.edu.sg

Office 365

b. eBook Reader

VitalSource Bookshelf Adobe Digital Edition

Software to read eTextbooks. Software to read Studyguides and Alkem

Downloadable via: eTextbooks and.

http://tinyurl.com/vitalsourcedownload Downloadable via:

https://tinyurl.com/adobede2022

c. PDF Reader

E ’Adobe.

Acrobat Reader
Downloadable via http://get.adobe.com/reader/

d. Zoom

Q)

200m

Zoom Client for Meetings
Downloadable via https://zoom.us/download

e. Teamviewer

=]

Teamviewer for Windows / Mac

Downloadable via https://www.teamviewer.com/en/download/windows/
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C. How Do I Access Canvas?

1. Navigate to https://canvas.suss.edu.sg via Google Chrome browser.

2. Key in your "User ID" and "Password"

3. Click on "Log In".

= SUSS

SINGAPORE UNIVERSITY
’ OF SOCIAL SCIENCES

For User |0, please exclude @suss.edu.sg
User ID

lsastudent

Password

- For students and associates,
please contact MyMail Support

e For external users. please click HERE
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4. With the successful login, you will be brought to the Dashboard of Canvas.

§L, Ss Dashboard

Account o
- CANVAS = . Canvas
‘ TRAINING ‘v’ Training
Canvas 101 for Students LSA123 JAN22 L01: Canvas Tral... LSA123 JAMN22 T02 : Canvas Tral...
Canvas101 L5A123 _JANZ2 LO1 L5A123_JANZ22_TO2
SANDEOX SANDBOX SANDEOX
= B o E

5. If your courses do not display the tiles above, click on the gear icon”E]”.

6. Click on "Card View". Your course tiles will now appear.
SUSS Dashboard I : I L__5
_ i Dashboard View

Account

(7%}

Drashboard

6 +/ Card View

CANVAS 101 e Traning |

Color Overlay

Carvas 101 for Students LSA123 JAM22 LO1: Canvas Trai... LSA123 JAM22 TO2 : Canvas Trai...
Canvas101 LSA123_JAM22_LO1 LSA123 JAN22_TO2

SANDEOX SANDBOX SANDEOK

® B o B
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D. How do I locate my courses in Canvas?

There are two methods to locate your courses in Canvas.

1. The first method is via Canvas Dashboard.

‘S“s Dashboard

E Canvas©
CANVAS 101 \oa Training

Canvas 101 for Students LSA123 JAN22 L01: Canvas Tral... LSA123 JAN22 T02 : Canvas Trai...
Canvas101 L5A123 JANZ2 LO1 L5A123_JANZ2Z2_TOZ2

SN SANDBOX

& =

2. For the second method, click on "Courses."

3. Click on "All Courses". All your courses are now displayed.

SUSS Courses Iil

INGAPORE URIEREITY
pF SOCIAL SCIENCES

Canwvas 101 for Students

2

Courses

IAII CDursesl 3
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E. How do I add my courses to the Dashboard?
1. Click on "Courses"

2. Click on "All Courses'".

SUSS cCourses w

IHGAPORE UkYERRITY
hF SOC1AL SCIENCES

Canwvas 101 for Students

L

LSA123 JAMZ20_L01: Canvas Training Cour...

LSA123_JANZ20 TO1: Canvas Training Cou...

All Courses)

3. Click on "+" to change it to "*". Your courses are now appearing in the Dashboard.

I * ! B L5A123 1AM19_LO1 : Canvas Training Course
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F. Password Reset

1. Click on "MyMail Support" to request the password reset via email.

= SUSS

SINGAPORE UNIVERSITY
’ OF SOCIAL SCIENCES

For User ID, please exclude @suss.edu.sg
UserID

Isastudent

Password

Forgot your Password?

- For studentg _
. please contagt MyMail Support

For external users, please click HERE
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2. Customise Canvas

Profile and User Settings let you control your personal information in Canvas. You can
control this information in the Global Navigation Panel.

To access Profile:
1. Click on "Account".

2. Click on "Settings".

5USS

[ LO
LSA Student 01
Logout

Profile

Motifications

Files

Calendar ePortfolios

A. Add a Profile Picture

There are two ways you can select a profile picture to use throughout Canvas:
i Upload a picture from your computer
ii. Take a picture using your computer's camera

1. Click on the Profile Picture icon. A dialogue box will open.

Notifications .‘ ﬂ ‘ SA Student 01's SEttingf

Profile
LSA Student 01
Files Full Name:
This name will be used for grading.
Settings Display Name: L5A S'_u_den: EI_“_L
Page 8 © 2022 Singapore University Of Social Sciences. All rights reserved.
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I. Upload a Picture

1. Click on "Upload a Picture".

2. Click on "choose a picture".

Select Profile Picture

. Upload a Picture Take a Picture

. I choose a picture I

From Gravatar

3. Select the file from your computer. Next,

click on "Open".

¢ Open

@T'\,J'| & v Carrey 5im Eng Keat (UniSIM]) » Downloads

Organize »

Mew folder
-
¢ Favorites w
Bl Desktop |‘
4. Downloads
%2 Dropbox (5IM Un
& OneDrive 5

=1l Recent Places

JPEG image

Smiley.jpeg
62.4 KB

o Libraries
3 Documents

J‘- Music

| Pictures

B Videos

M Computer -

File name:  Smiley.jpeg

- | + | | Search Downloads

= v

- [Image Files V]

Open |v Cancel

© 2022 Singapore University of Social Sciences. All rights reserved.
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4. Drag the selection box to crop or resize your picture.

5. Click on "Save" to upload your profile picture.

Select Profile Picture X

Upload a Picture Take a Picture From Gravatar .

To crop image, drag the selection and then
click the "Save" button below.

6. The profile picture is as shown below.

&

SA Student 01's Settingg

Motifications .

Profile
LSA Student 01
Files Full Name:
This name will be used for grading.
Settings Display Name: L5A Stu_dent D_i
Page 10 © 2022 Singapore University Of Social Sciences. All rights reserved.
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il. Take a Picture

1. Click on "Take a Picture".

2. Click on "Take Picture".

Select Profile Picture . X
Upload a Picture Take a Picture From Gravatar

. Take Picture

Cancel ’

3. Click on "Retry" to take another picture.

4. When you are satisfied with your picture, click on "Save".

Select Profile Picture X

Upload a Picture Take a Picture From Gravatar

2022 Singapore University of Social Sciences. All rights reserved.
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5. The profile picture is as shown below.

Motifications . 4 : .
\3 LSA Student 01's Settings
Profile
LSA Student 01
Files Full Narme:
Thiz name will be used for grading.
Settings Display Name: LSA.Stu_::Iient P_i
Page 12 2022 Singapore University Of Social Sciences. All rights reserved.
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B. Contact Settings
Before you can set your notification preferences, you need to set how you want to be
notified.

i Email Addresses

1. Your account will already display the default SUSS email associated with your
account. However, if you want to add another email address, click on "Add Email

Address".

Note: Please do NOT delete the SUSS email address and ensure that the default email
address is set to the SUSS email address to prevent issues accessing the SUSS system.

Wavys to Contact

Email Addresses

muhammad@suss.e... W

. I — Email Address I

2. Type in the email address you want to add in the text field.

3. Click on "Register Email".

Register Communication X
Email Text (SMS)
2
Email Address” I kristy@gmail con I
3

Register Email

© 2022 Singapore University of Social Sciences. All rights reserved. Page 13
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4. A confirmation link will be sent to your email. Click on the link in that email to
finish registering.

Confirm Email Address x

We emailed a confirmation link to
kristy@gmail.con. Click the link in that email to
finish registering. Make sure to check your spam
box in case it got filtered.

Re-Send Confirmation

Ok, Thanks

As part of the Personal Data Protection Plan (PDPA), please note that by entering your
private email address (substitute with mobile number) into Canvas, you agree to be
contacted via Canvas.

Page 14 © 2022 Singapore University Of Social Sciences. All rights reserved.
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3. Communication

The Inbox store all messages and conversations you have with instructors and other

students on Canvas.
A. Inbox Interface

1. Click on "Inbox.

All Courses - Inbox -

pUSS

F BOTIAL SCHECES

(K -]

UniSIM-L5A, LMS ...
LSA123 JANILS T..Maol |m

Course Mame: LS..

POON WING HO...
greeting  Apr 19, 20

grecting

HO LYE SUM, LM...

@ Tost Mar 22, 2:‘“
Testing atta...

HOCK CHY...

a MNewYear Gre.Jan 11, 20y

2. Click on "All Courses" to filter your message by course.

3. Click on "Inbox" to filter your message by type.

4. Search your inbox by typing a name, course or group into the Search box.

. I All Courses - II Inbox - I. = . I I
< Calvin Chong Whye Seng, LSA ... Friday
e TESTZJun3 n
test 2 test 2 {t’)
Calvin Chong Whye Seng, LSA ... Friday
testing on 3 jun 2016 n
testing only
© 2022 Singapore University of Social Sciences. All rights reserved. Page 15
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5. The left section displays message in your inbox.

6. The right section displays the messages you had with a user, group, or course in a

message.
All Courses - Inbox - [# ) & g m e
Elliot Jian Xun Wong, LSA Studen...  Feb 24,2015 Assignment No. 1 N O~
® Test n
Testing12345 v 5 -
? kelim@unisim.edu.sg. LSA Student 01 February 12, 2015 at 10:47am
- LSA123 : Canvas Evaluation
o TAY JING SHENG , LSA Sludent{h... Feb 22, 2015
® Email testing. a Please submit your assignment no. 1 by next Monday, 16 Feb 15.
Hihi, This is a test. This is a test
kclim@unisim.edu.sg, LSA Studen... Feb 12, 2015
Assignment No. 1 a
Please submit your assignment no. 1 by next
Monday, 16 Feb 15.
NANIK JETHMAL DIVIKA, LSA Stu... Feb &, 2015
From T1: Survey for BUS105 GBA n .

Hi Everyone, As you would know. we are in the

Page 16
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B. View Conversations Panel

1. The Conversation Inbox is organised chronologically from newest to oldest, with the
newest conversations appearing on top and the older conversations at the bottom.

2. Click on the "®" icon to mark a conversation as read or unread at the left of the
conversation.

3. To star a conversation, mouse over the conversation and click on the "" icon on
the left of the conversation.

L] u|18 an . n

() LMSTutor01, LSA Studen...
insert subject title here
Insert message here E .

(] Jul1g 2019 B
. [®] 1MsTutoro1, LSA Studen...

hi

Insert your message here

© 2022 Singapore University of Social Sciences. All rights reserved. Page 17
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C. Managing Your Message

Managing your messages can be done through the buttons on the top menu.

1. z Compose a new message
2. Reply to a message
3. -« Reply all to a message
4. . Archive a message
o
5. Delete a message
o &
6. & More options — Mark as unread, Forward and Star a message

D. Compose a Message

4
1. Click on the " " icon to compose a new message.
All Courses - Inbax v . 0|
[ sui1s 2019
() LMSTutor01, L5A Studen...
insert subject title here
Insert message here *
Page 18 © 2022 Singapore University Of Social Sciences. All rights reserved.
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2. Select the course where you want to send your message.
3. Type a recipient's name in the Email Information section.
4. Type a subject in the Email Information section.

5. Type a message in the Email Information section.

@

6. Click on the "L—1"icon to attach any email attachments.

7. Click on "Send" to send your email.

Compose Message Y

Course LSA123 JUL ing Course - .

To I L5A Student 01 I . fg]
Subject IF‘ruju;--;l tasks I .

Send an individual message to each recipient

Hi L3AStudentOl, -
Tharks for sharing the points. .
Please refer to the attached word document for your reference.

Best Regards,
LSaStudent0l -

Sample
Project.doc

Om - [

£

2022 Singapore University of Social Sciences. All rights reserved. Page 19
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4. Course Site Navigation

After logging into Canvas, you can view your current and future enrollment courses in
Canvas.

A. Course Dashboard

Course Dashboard helps you manage your course. You can also customise several areas to
create a specific workflow for your students.

1. The “Course Navigation” links help 2. The “Recent Activity” shows you

— announcement and updates on the
course’s content.

you get to where you want to go within
a Canvas course.

— LSA123_JAN20_TO1

SANDBOX HAE H
¢ Recent Activity in LSA123_JAN20_TO1 £ View Course Calendar
Home
Mo Recent Messages You don't have any messages to show in your stream To Do
Announcements @ yet. Once you begin participating in your courses you'll see this stream fill
People up with messages from discussions, grading updates, private messages Ti’“1_A'C‘1 X
between you and other users, etc. 1N
Syllabus Ja Laop
e TRAANTD
Modules T_V1h“‘ x

Assignments
Discussions

Grades A
SUSS Gradebook

Virtual Class

Report a Problem

Classroom

o -

Badges

Past Classroom
Recording

3. The “Sidebar” helps you see what
you need to do next in your course.
The top of the sidebar contains links
for managing your course

Page 20 © 2022 Singapore University Of Social Sciences. All rights reserved.
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5. Key Features Available in the Courses

You will be enrolled on two course sites for each course that you have been offered: the L-
Course and T-Course.

L-Course

The L-Course facilitates the distribution of resources and information relevant to
all students enrolled in the course.

T-Course

The T-course is a classroom-sized group that divides the students enrolled in a
course into multiple smaller groups. Each T-group will have its course instructor to
facilitate the course and grade the students’ assignments.

The L-Course and T-Course is categorised into 3 categories.
For example,

a. L01 and TO1 is reserved for part-time students.

b. LG01 and TGO1 is reserved for full-time students.

c. LV01 and TVO01 is reserved for online courses taken by both part-time and full-
time students.

© 2022 Singapore University of Social Sciences. All rights reserved. Page 21
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Actions

L-Course

T-Course

Announcement - View important information posted by your instructor or the
school (LO1 for everyone in the course, T01, 02, 03, 04 for your own group)

People - View Class List (L0O1 for everyone in the course, T01, 02, 03, 04 for your own
group)

Syllabus - View a list of Assignments and Due Dates (by course only)

Modules - Retrieve assignment question paper, instructor's PPT slides or school's
provided learning materials (LO1 for everyone in the course, T01, 02, 03, 04 for your
own group)

ASASAYAY

iBookstore - Retrieve Study Guide and eTextbook

Past Years Exam Papers - Retrieve past years exam question papers

Grades - Check quizzes and assignment scores

N

Past Semester Classroom Recordings - Retrieve recordings before Jan 2021

Classroom Recordings - Retrieve recordings after Jan 2021

Quizzes - Attempt Pre-Class or Pre-Course Quizzes

Q[QIR[&&] & [&]& [«

Assignments - Submit assignments for the course

Virtual Class - Attend online classes and retrieve recordings of the online classes (for
part-time and full-time course)

Online Seminar - Attend online classes and retrieve recordings of the online classes
(for fully online course)

SUSS Gradebook - Retrieve marked assignments as well as perform OCAS
calculation of quizzes and assignments

Discussion - Participate in discussion with your classmates that would be graded by
the instructor

SIS €8

Page 22 2022 Singapore University Of Social Sciences. All rights reserved.
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A. Accessing eTextbook via iBookstore

The iBookstore is integrated to Canvas and enables students to access the study guide and
etextbook of the course on multiple devices such as your personal computer and mobile
devices. Students may download and keep their recommended eTextbooks for a period of
eight years.

1. From the Dashboard, click on "Courses".

2. Click on the course's L Group. For example: LSA123_JUL18_L01

SLUSS Courses

jGaPoRE LsIvERSTY
P SO0 AL SCIENERS

BUS103_JUL18_TVOO : ORGANISATIONAL
BEHAVIOUR

] 3
kktay-test

L .
Dashboard L5A101_JUL18_LGO1 : Canvas Training
Course
Courses | | SA101_JUL18_TGO1 : Canvas Training fy-test
Course et
op [
Groups - b @
— LSA123_JUL18_L0O1 : Canvas Training
Course 2

Calendar

3. Click on "iBookstore".

4. Scroll down and click on "Launch eTextbook for the course".

Home
Announcements
People
Syliabus

Classroom
Recordings

iBookstore I 3

Quizzes

The Originals

Grades

Past Classroom

Recording ADOPTED eTEXTBOOK
Posk Yasr Exci Pride and Prejudice by Jane Austen
Papers
3 What's
Report a Problem I L% ] LAUNCH eTEXTBOOK FOR THE COURSE I e V)
]
2022 Singapore University of Social Sciences. All rights reserved. Page 23
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5. Enter your SUSS email address.

6. Click on "Continue".

7. If you clicked on "No thanks, I'll skip this step", go to page 38 to register your
Vitalsource Bookshelf account.

Welcome to

Bookshelf

Te begin, enter your email.

I username(@suss.edu.sg I

Entering your email allows you to

L @

Read books offline with our Share your notes and highlights
mobile and desktop apps. with friends.
I No thanks, I'll skip this step. I

8. Enter your credentials under the fields below.

9. Click on "Finish"

You're almost done!

username(@suss.edu.sg (change) 8
First Name Last Name

Your First Name Your Last Mame
Password (0 Confirm Password

Security Question

What is your favorite sport? w

Security Answer

Finish 9

Page 24 2022 Singapore University Of Social Sciences. All rights reserved.
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10. You are now able to access the eTextbook

Pearson New International Edition

Cover m A - S Al Z ® I.';é’

Vitalsource Account Registration

1. If you have skipped your Vitalsource account registration, on your eTextbook page,
click on the "Home" icon.

Pearson New International Edition

v
Cover m A= S Al Z ® I.';l¢9
© 2022 Singapore University of Social Sciences. All rights reserved. Page 25
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1. Click on the "Profile" icon.

2. Click on the "Complete Your Account".

B Bookshelf Redeem

th B Filter by title or author 2 I Complete Your Account I
3 Language >

Organizational e
S evices
Behavior

]

Give Feedback

About
Pejehologst Gore Comeepts
Paiidp 3, Timdardo  obert L. Johmsen 2
Vivian WeCans Wasilton Privacy
Seventh Bdition
PEARSON .
Sign Out

|___Psvcholoay: Pearson New Qraanizational Rehaviar Glohal

3. Enter your email address.

4. Click on "Continue".

Welcome to

To begin, enter your email.
3 | I username(@suss.edu.sg I

Entering your email allows you to

Iy @

Read books offline with our Share your notes and highlights
mobile and desktop apps. with friends

No thanks, I'll skip this step.

2022 Singapore University Of Social Sciences. All rights reserved.
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5. Enter your credentials under the fields below.

6. Click on "Finish"

You're almost done!

username@suss.edu.sg (change) .

First Mame Last Name
Your First Mame Your Last Mame
Password @ Confirm Password

Security Answer

© 2022 Singapore University of Social Sciences. All rights reserved. Page 27
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VitalSource Online Interface

Contents
APPENDIX

Making Sense of the Data: Descriptive
= and Inferential Statistics

sychology: Pearson New

th Edition

S e famous Beanington College study showed that studenzs’ potitical views can be
mbardo, Philip G.; Johnson, wpus culture—which should make it
. : h

: Lo
bobert L.; Hamilton, Vivian 2

egie or university lean toward
d are the students at yoar scha

v? In the following pages, we will use s a starting
f the statistical methods psychologists use to make sense of

vicCann where in the
point for an explor
the data they gather

it research.
f Higher Education publishes its Almanac Issue, which
survey of first-year students at colleges and universities across

Table of Contents

Appendix: Making Sense of
the Data: Descriptive and... t
age. Then, in the final section of this Appendix, we will posat
- purfalls oo which the unwary researcher may become trapped
v Q-~[= | & At #

Vitalsource Main Page / . Figures - Print Pages
Library

. Table of Contents . Settings - Zoom
. Search Book Content . Page Number - Highlight

For more information on the VitalSource Online, refer to the link below:
https://support.vitalsource.com/hc/categories/200136253-Bookshelf-Online

Page 28 © 2022 Singapore University Of Social Sciences. All rights reserved.
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B. Downloading Vitalsource Bookshelf

To access the eTextbook for offline reading, you will need to download the Vitalsource
Bookshelf application. To download the Bookshelf app, go to vitalsource.com/download
on your Google Select the download based on your computer's operating system.

Windows 10

1. From the download page, click on "Download Now".

PC

Download on the
Microsoft Store

2. Click on "Get".

VitalSource Bookshelf

VitalSource Technologies Inc = Education

07 Wish list
* K KKk

Use Bookshelf to download and access Vitg
your books offline and create notes and hig

Free .

g -

3. Click on "Open Microsoft Store".

IARC[ER

In-App Purchases

Cpen Microsoft Stare?

[0 Always open these types of links in the associated app

.l Open Microsoft Store |m
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4. Under the Microsoft Store, click on "Get".

VitalSource Bookshelf

VitalSource Technologies Inc * Education > Books & reference
*kk*kk |2 Share
Use Bookshelf to download and access VitalSource textbooks from

your Windows desktop. Read your books offline and create notes
and highlights to help you study.

Free

|| - |

Add to cart

| AR C em
In-App Purchases

5. Key in your Microsoft Store email account.

6. Click on "Next".

B® Microsoft

Sign in

Ilsa001@0utlook.sg I .
|

Mo account? Create one!

.

7. Key in your Microsoft Store password.

8. Click on "Sign in".

¥ Microsoft

<« Isa001@outlook.sg

Enter password
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9. Click on "Next" to start downloading the Vitalsource Bookshelf.

B® Microsoft

1sa001@outlook.sg

Use this account everywhere on
your device

Windows will remember your account and make it
easier to sign in to apps and websites. Clicking Next
means that you'll be able to find a lost device, sync
your settings to other devices, and ask Cortana for
help.

Microsoft apps only

10. The Vitalsource Bookshelf is now downloading.

e Starting download -

Get more info about faster downloads

11. The Vitalsource Bookshelf has been downloaded and installed on your computer.
Click on "Launch" to start the Vitalsource Bookshelf.

9 This product is installed. o
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Macintosh

1. From the download page, click on the Mac Apple tile.

Mac
s

8 |

Download Now

2. Once the download is complete, click on the installer.

Ii 1I.I’italSlc:I.Jn::le—lara::nnl-tﬁh....+t:|r'|"|gI 2

3. When the installer appears, click on "Vitalsource Bookshelf" on the left and drag it
to "Applications."

® @ 4 VitalSource Bookshelf

B Bookshelf

VitalSource Bookshelf 3 Applications

4. Once the copying is complete, your Vitalsource Bookshelf is now installed on your
Macintosh.

o

n 81.2 MB of 93.4 MB - About 5 seconds
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C. Accessing eTextbook for Offline Reading for Windows 10

1. Launch your Vitalsource Bookshelf.

2. Sign in using your Vitalsource account username and password.

3. Click on "Sign-in".

M Bookshelf

Welcome to

N Bookshelf

username@suss.edu.sg

I

T OO0 T

Forgot your password?

New to VitalSource? Create an account.

© Support

© 2022 Singapore University of Social Sciences. All rights reserved.
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4. Your redeemed eTextbooks can be located under "My Books".

B Bookshelf Support

(A

I Search library and downloaded titles

pe | @ Redeem 4_¥ Refresh

Cognitive Psychology:
Connecting Mind,...

Goldstein

Continue Reading

My Books > I

©

Organizational
Behavior

RESEARCH e

Organizational Group The Basics of Psych

Cognitive 0
Psychology:... Behavior, Glob... Dynamics, 6th... Communicatio... Pearson N\
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D. Accessing eTextbook for Offline Reading for Macintosh

1. Launch your Vitalsource Bookshelf.

A

VitalSource Bookshelf

2. Sign in using your Vitalsource account username and password.

3. Click on "Sign-in".

Welcome to

1] Bookshelf

username@suss.edu.sg

ooooooooooo.| G

o T (T

Forgot your password?

New to VitalSource? Create an account. @ Support
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4. Your redeemed eTextbooks can be located under "Library".

Library Shop Now
TH E Q. search library and downloaded titles @Redeem ¥ Update Library
Alphabetically Reset Library

@

The Basics of Cognitive Psychology: Group Dynamics,
Communication Rese... Connecting Mind, Re... 6th Edition

Page 36 2022 Singapore University Of Social Sciences. All rights reserved.
Updated on January 2022 by Learning Systems and Applications Department



Canvas — Student Guide

E. Accessing Additional Reading Materials

There are also additional reading materials that you can access for your own reading

interest. These materials may not be related to your course. Additional Readings contains a

wide collection of reference books, ranging from management skills to counselling and

even media related topics. Students may download and keep these complimentary online

resources for a period of one year.

1. Under "iBookstore", Click on "LAUNCH PAGE FOR ADDITIONAL READING"

2. Click on "Select to activate" under the textbook that you would like to redeem.

Discoverable Content

A Guide to Crisis
Intervention

Managing & Using
Information S...

Accounting

for Managers

Accounting For
Managers: Inter...

RONGXING 8U0

An Introduction to the
Chinese...

Asi
Pri

View All

2

fansfer

@) @) @) ) ©)
Select to activate Select to activate Select to activate Select to activate Select to activate

3. Your selected textbook will appear at the top of the page. Click on "Launch" to open

the book.

My Story

Managing & Using
Information S...

(6]
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4. Enter your SUSS email, click on "Continue" and follow the on-screen instructions
until you reach the Terms and Privacy page.

Powered by VitalSource

& C | & Secure | https://online.vitalsource.com/#/user/sso g
Organizational
Bemior Welcome to
Z To begin, enter your email.
Entering your email allows you to
e ®
Read books offline Share your notes
with our mobile and and highlights with
desktop apps. friends.
No thanks, I'll skip this step.
P by VitalSource
5. Click on "I agree to the Terms of Use and Privacy Policy" checkbox after reading the
Terms and Privacy.
6. Click on "Accept".
& C | & Secure | https;//bookshelf.vitalsource.com/#/terms T

Terms and Privacy
VitalSource Technologies LLC Terms and Conditions of Use
Vital Source Technologies LLC Terms
and Conditions of Use

These Terms and Conditions of Use (the “TOUs") set forth the terms and

conditions for your use of the VitalSource Store (the "Site”) and your use of the

reader software (including any associated documentation and any updates to that

software) and the digital content that can be read by that software that we make
available for download from the Site (respectively "Software’ and “Licensed
Content” and together "Products®). These TOUs also apply to any of the services
accessible through any Software or Site (the "Services"), unless separate or
additional terms apply, in which case they will be displayed on-screen or
il e

O 1agree to the Terms of Use, Privacy Policy, and Cookie Policy.
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7. Click on "x" to start using the Additional Reading Material.

Welcome to Bookshelf Online

= =
F:

Bookshelf Online provides an optimized reading
experience for students like you.

x| B @ |

F. Vitalsource Bookshelf Online Interface

& Al Z O @
1. |Library 6. |Figures 11. |Zoom Options
2. | Table of Contents 7. | Flashcards 12. | Fast Highlight
3. |Search 8. | Settings 13. |Citation
4. | Notebook 9. |[Add Bookmark 14. |Copy URL
5. [Labs 10. [Print Pages 15. |Next Page

For more information on eTextbooks, go to
https://learningservices.suss.edu.sg/etextbook faq.html
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6. Assignments

Assignments include Tutor-marked Assignment (TMA), Group-Based Assignment (GBA)
and ECA (such as Turnitin and videos).

A. Turnitin Assignment Submission

Where do I submit my assignment?
e For Online courses, submit your assignments in Assignments > Group-Based
Assignment > GBA.
e For Part-Time students, submit your "Assignments" via the T-group course site. You
will then be directed to the submission page.
e For Full-Time students, submit your "Assignments" via the TG-group course site.
You will then be directed to the submission page.

How do I name my Assignment file?

e Name your document file strictly to this format -
CourselD_AssignmentID_StudentUserID_FullName. Student User ID refers to the
front part of your SUSS email.

For an example, L§A123_ TMAO01 _Sally001_TanMeiMeiSally (omit D/O, S/O). Do
not leave any spaces in between the Student User ID and Full Name.

What do I need to take note for PDPA?
e In accordance to the Personal Data Protection Act (PDPA), please DO NOT include
personal particulars such as NRIC, home address and mobile number in your
assignment document.

What is the 'grace period' and 'Mark Deduction Schemes' for each assignment
submission?
e Refer to the Student Handbook for more information.

What must I do after submitting my file?
¢ You must verify that your assignment is submitted successfully in Canvas by
obtaining a digital receipt of your submission.

What is TMA?
e TMA refers to tutor-marked assignment

What is GBA?
e GBA refers to Group Based Assignment. Each and every students will be assigned to
a group. Usually, the group leader will submit the assignment on behalf of the
group. For Part-Time and Full-Time students, the same method is used to submit a

GBA and a TMA.
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How many documents will I be able to submit through Turnitin?
e One single document.

What document format is accepted for TMA submission?
e Microsoft Word Document (.docx)
¢ Your word document must contain at least 20 words.

What is the file size limit for my TMA?
e 40MB
e Please refer to the link https://tinyurl.com/tmaimage on how you can compress

images in your document file.
How to I submit my TMA(Turnitin Submission)?
To submit TMA:-

1. Click on "Courses".

2. For Part-Time, click on the desired T group.
For Full-Time students, click on the desired TG group.
For Online Courses, click on the desired TV-group.

SUSS cCourses Ii]

INGAPORE UNWEREITY
hF sOC1AL SCHMCES

Canvas 101 for Students

LSA123_JANZ20_L01: Canvas Training Cour...

Dashboard

I LSA123_JANZ20 TO1: Canvas Training -Ccu...l

S8 All Courses
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3. Click on "Assignments".

4. Click on the name of the assignment. For example; "TMA01".

Home
Announcements * Upcoming Assignments
People
TMADZ
Syllabus & . . .
Awailable until F=b 7 | Due Jan 312t 11:55pm | -/100 pts
Maodules
Assignments I. |!FE ¥ | Due Jan31at 11:55pm | -/100 pts
Discussions

5. Click on "Load TMAO01 in a new window".

This tool needs to be loaded in a new browser window

I Load TMAQOT ina new window I .

6. For first time users, you will be prompted to accept the Turnitin User Agreement.

Click on "I Agree" to proceed.

Our user agreement has been updated. Please read our user agreement below and
agree or disagree 1o its terms and conditions

Turnitin.com and its services (the "Site” or the "Services”) are maintained by Turnitin, LLC
("Tumnitin”), and offered to you, the user ("You" or "User”), conditioned upon Your
acceptance of the terms, conditions, and notices contained herein without modification (the
“User Agreement”)

You should review this User Agreement carefully before accepting it. If You breach
the User Agreement, Your authorization to use the Site will automatically terminate.

1. Acceptance of Terms

You accept this User Agreement by using the Services or clicking to accept or agree
to the Terms, where this option is made available to You by Turnitin in the user
interface for any Service. You may not use the Service and may not accept this
User Agreement if (i) You have previously been informed by Tumitin that it no longer
wishes to make the Services available to You, or (i) You are a person barred from
using the Services under applicable law, or (iii) You are not an Authorized User
(defined below).

Eligibility - Authorized Users

Use of the Site and Services is limited to Authorized Users (as defined below) who
are eighteen (18) years of age or older and/or have legal capacity to form a binding
contract or, as set forth below, Authorized Users who are between 14 and 17 years
of age with consent of a parent or quardian X

N
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7. Click on "Upload Submission".

@ Aszsignment Dashboard Summary

TMAO1 @

. | Upload Submission

8. Click on "Choose File".

B Upload Submission = Text Input Cloud Submission -

Submission Title Untitled

submission File Choaose File

9. Select the file and click on "Choose File".

Organize + Mew folder

i Favorites

4 Downloads

»

) Discussions

i| |LSAlUl_TMADZ_LSAStudentﬂl_LSAStudent.do::x |

CE?
=
-
-

¥

Recent Places
Dropbox (Personal)
Dropbox (SUS5)

Bl Desktop

Bl Desktop
= Libraries i

LSA101_TMAODZ_LSAStudent01_LSAStuden..

. Authors: Leon Tan Peng Hon
m— Microsoft Word Document

Sizer 13.7 KB

File name: L54101_TMADZ_LSAStudentd]_LSAStudent.docx

- 0 @

TMAO1

Name:
LSA
Student

g (UniSIM]

’Custom Files (*.doc*.pdf;*.ps;* vl

Cancel

Open Iv
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10. The submission title will be auto-populated based on your file name.

11. Click on "Upload and Review" to upload the file.

Submit File X
Upload
o]
B Upload Submission = Text Input Cloud Submission

Drag and drop or select a file fram your device.

Submission Title I LSAL101_TMAO2_LSAStudent0l_LSAStudent.docx

Submission File Choose File | LSAL01_TMAQZ_LSAS..._LSAStudent.docx

© Supported file types:

Text, MS Word, MS PowerPoint, Postscript, PDF, RTF, HTML WordPerfect, Hangul, OpenOffice

S —
- Upload and Review

12. Click on "Submit to Turnitin" to submit your assignment.

Submit File x

Upload Review

Title
LSAStudent01_T TMAOZ
MADL.docx
File Size
1254 KiB
Word Count
179

ofut]
50 .
Pagelofl i
S —
Preview Submission Cancel Submission Submit to Turnitin
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13. Upon the successful submission of your TMA, the digital receipt and the originality
report will be generated. To download the digital receipt, click on the B icon.

14. To download the submitted file, click on the < jcon.
15. To resubmit the assignment file, click on the < icon.

16. To view the originality report, click on the m100% percentage icon.

TMAO1 @

Paper Title Uploaded Grade - -
LSA101_TMAD2_LSAStudent01_LSAStudent.docx 07 Jun 2019 11:21 +08 -

e Please take down the Submission ID for your reference. The Submission ID must be
provided upon request by LS Support Officer in the event of submission error.

© 2022 Singapore University of Social Sciences. All rights reserved. Page 45
Updated on January 2022 by Learning Systems and Applications Department



Canvas— Student Guide

B. Non- Turnitin Submissions

Non-Turnitin submission can be submitted by various files types such as PowerPoint, MP3
and ZIP file. In this example, we will be using PowerPoint to submit ECA.

Where do I submit my assignment?
e For Online courses, submit your assignments in Assignments > Group-Based
Assignment > GBA.
e For Part-Time students, submit your "Assignments" via the T-group course site. You
will then be directed to the submission page.
e For Full-Time students, submit your "Assignments" via the TG-group course site.
You will then be directed to the submission page.

How do I name my Assignment file?

e Name your document file strictly to this format —
CourselD_AssignmentID_StudentUserID_FullName. Student User ID refers to the
front part of your SUSS email.

For an example, LSA123_ TMAO01 _Sally001_TanMeiMeiSally (omit D/O, S/O). Do
not leave any spaces in between the Student User ID and Full Name.

What do I need to take note for PDPA?
e In accordance to the Personal Data Protection Act (PDPA), please DO NOT include
personal particulars such as NRIC, home address and mobile number in your
assignment document.

What is the 'grace period' and 'Mark Deduction Schemes' for each assignment
submission?
e Refer to the Student Handbook for more information.

What must I do after submitting my file?
e Check that you are able to see the "Submission Details" located on the top right side
of the submission page.

What is TMA?
e TMA refers to tutor-marked assignment

What is GBA?
e GBA refers to Group Based Assignment. Each and every students will be assigned to
a group. Usually, the group leader will submit the assignment on behalf of the
group. For Part-Time and Full-Time students, the same method is used to submit a
GBA and a TMA.
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How many documents will I be able to submit through Non-Turnitin?
e One single document.

How to I submit my TMA (Non-Turnitin Submission)?
1. Click on "Courses".
2. For Part-Time, click on the desired T group.

For Full-Time students, click on the desired TG group.
For Online Courses, click on the desired TV-group.

SUSS cCourses Iﬂ

INGARCAE URSEREITY
pF soC1AL SCHEMCES

Canvas 101 for Students

W

LSA123 JAN20 LO1: Canvas Training Cour...

AR DIEO

I LSA123_JANZ20 TO1: Canvas Training Cou...l .

All Courses

3. Click on "Assignments".

4. Click on the name of the assignment. For example; "TMA02".

Home

Announcements * Upcoming Assignments

People

TMAD2

Syllabus Eq ” P - - A
Available until Feb 7 | Due Jan 312t 11:55pm | -/100 pts

Modules .

) TMAD1L
Assignments I. —  Awailsbleuntil Feb 7 | Due Jan 312t 11:55pm | - 100 pts

@

Discussions
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5. Click on "Submit Assignment".

Due Dec 31 by 11:55pm Points 100 Submitting a hle upload
Available Dec 2 at 12am - Dec 31 at 11:55pm 30 days

Server Time: 20 Dec 2018 18:58:22 .

Important Information!

Please ensure that you have read and understood the following on academic integrity, and are aware of the
University s penalties for academic dishonesty under Section 5.2 of the following handboolks.

1. For Part-Time Students: Please click HERF to download (updated 09 Jul 2018).

2. For Full-Time Students: Pleaze click HERE to download (vpdated 11 Jul 2018).

3. For Part-Time Graduate Programs Students: Please click HERE to download (updated 07 Aug 2018).
4. For School of LAW Students: Please click HERE to download (updated 09 Jul 2018).

Please read before your assignment submission. There are a total of 5 points to take
note.

6. Click on "Choose File".

File Upload Google Drive

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

—+ Add Another File
Click here o find a file you've already uploades

Cancel Submit Assignment

7. Locate your TMA Word document from your computer and click on "Open".

Organize « New folder = o« (01 @
-
. kg_second_chance: *  Name Date modified Type Size
. New folder

. Mew folder 12/01/201910:28 ..  File folder

| OpenOffice4.1.6
i OpenOffice 4.1 (e (1% LSAL01_TMAO2_LSAStudent0l_LSAStude... 22/05/2018 432 PM  Microsoft PowerP..

. Sample Assignmen
. Signatures
. Student Assignmer
J User Guide ?l
. Collaborate
) Lsa101
[ERTIP]
=T LSA101_TMADZ_LSAStudentD1_LSAStuden... Title: PowerPoint Presentation
F- E Microsoft PowerPoint Presentation Authors: Muhammad Bin Mohamed Ali (SUSS)

- 4| 1 |

File name: LSA101_TMAQ2_L SAStudent0]_LSAStudent.pptx - [AllFiles 0 -

Ca " ce'
Cocs I
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8. Once you have attached your ECA_PPT, click on "Submit Assignment".

File Upload Google Drive

Upload a file, or choose a file you've already uploaded.
Filez | Choose File | L54101_TMAQ...tudent.pptx

Add Another File
Click here to find a file yvou've already uploaded

Comments...

Cancel Submit Assignment
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How do I check if my Non-Turnitin Submission is successful?

1. Click on "Submission Details" to check if your submission is successful.

TMAO2 Submission

~ Submitted!

Due Dec 31 by 11:55pm Points 100 Submitting a file upload

Server 20 Dec 2018 19:13:42
Time:
Important Information!

Section 3.2 of the following handbocks.

2018).

2018).

(updated 07 Aug 2018).

Dec 20 at 7:13pm
Available Dec 2 at 12am - Dec 31 at 11:55pm 30 days .

Please ensure that you have read and understood the following on academic
integrity, and are aware of the University’s penalties for academic dishonesty under

1. For Part-Time Stodents: Please click HERFE to download (updated 09 Jul
2. For Full-Time Students: Please click HERE to download (updated 11 Jol

3. For Part-Time Graduate Programs Students: Please click HERE to download

Lownload
LSAStudentD1_TMADZ pptx

Comments:
Mo Comments

2. Once you have submitted your assignment, you can view your submission details.

TMAO2 Re-submit Assignment
LSA Student 01 submitted Jun 7 at 11:33am
¥ LSA101_TMADZ_LSAStudent01_LSAStudent.pptx 941 KB I . View Feedback
Add a Comment:
#
¥ Media Comment Attach File
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7. SUSS Gradebook

The SUSS Gradebook allows you to view your grades, retrieve your marked
assignments and where the OCAS calculator is located.

1. To access the SUSS Gradebook, click on "Courses".

2. For Part-Time, click on the desired T group.
For Full-Time students, click on the desired TG group.
For Online Courses, click on the desired TV-group.

<)
Courses

SUSS

INGAPORE URIWEREITY
PF SOCIAL SCIMCES

Canvas 101 for Students

LSA123_JANZ20_LO1: Canvas Training Cour...

| LSA123_JAN20_TO1 : Canvas Training -:ou.._l .

All Courses
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3. Click on "SUSS Gradebook"

4. The colour codes tell you the status of the assignment due date. Each colour
represents the following;:

Assignment passed the due date.
Alert to inform you that the assignment will be due in less than 3 days.

Alert to inform you that the assignment will be due in less than 7 days.

5. Your assignment grades are located under “Your Grade”. This is your final score
that includes any mark deduction after it is applied.

6. If your assignment incurs any mark deduction penalty, the penalty appears under
the “Mark Deduction”.

7. Your marked assignment paper is located under “Marked Paper”. Click on the
paper icon to download your marked assignment.

To retrieve the marked paper for full-time students, go to page 54

SANDBOX User: LSA Student 0) 01)

Modules * Grade displayed i in " ok deduction
Peon Assignment Due Date Alerts Your Grade * Course Average Mark Deduction Comments Marked Paper
eople
Overdue
TMAD MA -1
o 1310172022 11°55 66 o @
TMAD2 1770172022 11:55 Result not released M.A
TMAO3 2210172022 1155  JResult not released NA
Virtual Class Engagement
L Group T Group
Participation ** Ay Participalion **— A
Vews oo Views K
Total Activity *** Tatal Activity ***
Weekly Online Activity

Average Page Views Average Participation
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8. The OCAS Calculator will tabulate all your assignment grades and calculate your

unmoderated OCAS score.

OCAS Calculator

Component Unmoderated Score Max Score Weight
TMAO1 66 100 10
TMAO2 78 100 10
TMAO3 53 100 10

DCAS (Unmoderated)

65% out of 100%

"Unmoderated"” means that the raw marks given directly by the marker for OCAs is displayed.

Please note that according to examination regulations, you must obtain an aggregate OCAs score of at least 40% in order to achieve an overall pass in the course together with
meeting the pass requirements of the Overall Examination Score (OES). This score is updated as and when OCAs components are marked and confirmed

© 2022 Singapore University of Social Sciences. All rights reserved.
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A. Viewing Marked Assignments (For Full-Time Students)

For Part Time students and Fully Online courses, go to page 51
1. Click on "Courses".

2. Click on the desired TG group.

SUSS Courses

A PR uniRETY
wOC AL SCIERCES

: LSAL101_JULL1E LGO1 : Canvas Training
Course

Account

£ LSA101_JUL18_TGO1 : Canvas Training | .

Dashboard Lourse

3. Click on "Grades".

4. Click on the assignment name. For example, "TMAO01".

SANDBOX
Grades for LSA Student
Home 01 @ Print Grades
Announcements
People Course Arrange By
Syllabus LSA123_JANZ20_TO1: ~ | DueDate e
Modules Assignments Learning Mastery
Assignments
Name Due Score Out of
AV (
3 ECAVIDEO Dec 31, 2019 by 11:5%pm = 100

adebo
Virtual Class TMAOL .c 31,2019by 11550m 79 100

Report a Problem

Classroom TMAO2 Dec 31, 2019 by 11:59pm - 100
Recordings
Badges Assignments Jral
Page 54 2022 Singapore University Of Social Sciences. All rights reserved.

Updated on January 2022 by Learning Systems and Applications Department



Canvas — Student Guide

5. Click on "View Feedback".

Submission Details

TMAO1

L5A Student 01 submitted Dec 26 at 12:45pm

# LSAStudent0l TMADLdocx 13.8 KB

6. The lecturer's feedback is located on the left section of the feedback page.

7. To download the assignment with the lecturer's feedback, Click on the download

iCOl’l uu

Preview of LSAStudent01_TMAO1.docx

& Page >uf2 [ — mom 4+ | A

e
Congratulations on securing a place with SIM University {Unisin]. 6
Lorem ipsum dolor sit amet, consectetur dipiscing elit. Integer nec odio. Pragsent libero. Sed cursus
ante dapibus diam. sed nisi. Mulla quis zem at nibh elementem imperdiet. Duis sagittis ipsum. Muhammad BIN MOHAMED Al
Praesent mauris. Fusce nec tellus sed augue semper porta. Mawris massa. Vestibulum lacinia ancu (LsA)
eget nulla. Class aptent tacti sociosqu ad litora torguent per conubia nostra, per inceptos Excellent Example!
himenzeos. Curabitur sodeles ligula in libero. Sed dignissim laciniz nunc.
Curabitur tortor. Pellentezque nibh. Aenezn guam. In scelerisque sem at dolor. Maecenas mattis.
Sed convallis tristique sem. Proin ut ligula vel nunc egestas porttitor. Morbi lectus risus, izculis vel, Muhammad BIN MOHAMED Al
suscipit quis, luctus non, massa. Fusce ac turpis quis ligula lacinia aliquet. Mawris ipsum. Mulla metus (L=A)
metus, ullamcorper vel, tincidunt sed, evismod in, nibh. Quisque volutpat condimentum velit. Class Meed more explanation
aptent taciti sociosgu 2d |itora torguent per conubia nostra, per inceptos himenzsos. Nam nec ante.
5ed ladinia, urna non tincidunt mattis, tortor neque adipisdng diam, 3 cursus ipsum ante guis tunpis.
Mulla fagilisi. Ut fringilla. Suspendisse potent. Munc feugiat mi a tellus consequat imperdiet. Muhammad BIN MOHAMED Al
Westibulum sapien. Proin gquam. Etiam ultrices. Suspendizse in justo eu magna luctus suscipit. Sed (LsA)
sctus. Integer euizmod lacus fuctus magna. Quisgue cursus, metus vitze pharetra auctor, sem mzassa Please state your examples clear
mattis sem, 3t interdum magna sugue egst diam. visstibulum ante ipsum primis in feucibus orc
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8. Quiz Submission

Quizzes are administered in Canvas and the attained grades are computed electronically.

A. How do I submit a Quiz Assignment?

1. Click on "Courses".

2. For Part-Time, click on the desired L group.

For Full-Time students, click on the desired LG group.

For Online Courses, click on the desired TV-group.

SUSS cCourses Iil

IHGAPCIAE URIWEREITY
hF S0C1AL SCIEMCES

Canvas 101 for Students

LSA123 JAN20 TO1:Canvas Training Cou...

All Courses

3. Click on "Quizzes".

4. Click on the quiz title. For example, "PCQO01".

LSA123_JAN20_LO1 : Canvas Training Ccl_l'..l .

Announcements + Assignment Quizzes
People
N PCOQO1
Syllabus . - e o o .
Awailable until Feb 1 | Due Jan 312t 11:5%pm | 100 pts | 10 Questions
iBookstore
-4 PCQO1 4
]
Modules Awailable until Jul 31 | 100 pts | 1 Question
3
Grades
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5. Read the QUIZ INSTRUCTIONS carefully before starting the quiz.

6. Click on "Take the Quiz" to proceed.

PCQO1

Due Jul 30 at 12pm Points 100 Questions 10
Available Jul 23 at 12pm - Jul 30 at 12pm 7 days Time Limit None
Allowed Attempts 3

Instructions

This activity is graded and is part of the assessment component for this course. This quiz assesses topics .

covered in Unit 1. You should answer all the questions.

Take the Quiz .

7. Click on the radio button to select the answer.

Started: Jul 23 at 5:57pm
Quiz Instructions

This activity is graded and is part of the assessment component for this course. This quiz assesses topics

covered in Unit 1. You should answer all the questions.

Question 1 10 pts
Which of the following is a biographical characteristic of an employee? . .

Tenure

CH>

All of the listed choices are correct.

Beliefs

Values
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8. You can view the summary of your quiz located on the top right hand corner of the
quiz page. Answered quizzes are identified by a checkmark icon while unanswered
questions are identified with a question mark icon.

9. The timer showing your progress on the quiz. For untimed quizzes, the timer shows
the elapsed time. If you are taking a timed quiz, the timer shows the running time
and counts down until the time expires.

Questions

L LK

Question 9
(7) Question 10

Time Elapsed: Hide
Attempt due: Jul 30 at 12pm 9
18 Minutes, 41 Seconds

10. Your quiz answers are automatically saved while you are attempting the quiz.

11. Click on "Submit Quiz" to submit your quiz.

I Quiz saved at 6:26pm Il Submit Quiz I
11

10
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B. My Quiz is Muted. What should I do?

1. Quizzes are 'muted’ at times to disallow students from viewing their
attained grade for a quiz attempt.

2. In such cases the details of your quiz submission will be displayed in the
sidebar under the header 'Submission Details'.

QU|201 Submission Details:
Due Jul30at12pm  Points 100  Questions 10 Time: 4 mintites
Available Jul 23 at 12pm - Jul 30 at 12pm 7 days Time Limit 10 Minutes

Instructions 2

This activity is graded and is part of the assessment component of this course. This quiz assesses topics
covered in Unit 2. You should answer all the questions.

Your quiz has been muted

Your guiz score is unavailable because your instructor has not finished grading it. When your
instructor finishes grading this quiz, your score will be available on this page.

For muted quizzes, you can check under your L-Group's "Announcements" for instructions
on when will the grades be published.
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9. Getting Help

A. Learning Services Support (LS Support)

Offers technical assistance on Canvas such as submission of assignments.

¢ Hotline:
Call 6248-9111 (option 1 followed by option 2)

e Operating Hours:
8.30am to 7.30pm (Mon - Fri)
9.00am to 1.00pm (Sat)
Closed on public holidays and SUSS shutdown days.

¢ Email:
Issupport@suss.edu.sg (Please use your SUSS email for correspondences)

B. Student Support

Handles enquiries about administrative matters and obtain useful information related to
academic / administrative, student records, government subsidies, and course fee matters,
etc.

e Hotline:
Call 6248-9111 (option 1 followed by option 1)

e Operating Hours:
8.30am to 7.30pm (Mon - Fri)
9.00am to 1.00pm (Sat)
Closed on public holidays and SUSS shutdown days.

e Office
Block C, Level 1, C.03/C.04, 463 Clementi Road, Singapore 599494

e Email:
Please use your SUSS email for correspondences

students@suss.edu.sg (For Part Time Students)
ucstudents@suss.edu.sg (For Full Time Students)
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C. MyMail Support

Offers assistance on MyMail, Canvas and Student Portal login issues, (including password
issues and password reset enquiries).

e Email: mymailsupport@suss.edu.sg

For password reset request, kindly use your personal email with the following particulars
for verification:

1. Full Name

2. Student PI Number

3. Student Email Address

4. Description of the issue / Request

D. Campus Wireless Network Support

Supports enquiries on Campus Wifi (SIM_Wifi), excluding password issues.

e Hotline:
6248-9393 (Option 4) or 6248-9090 (Option 1)

e Operating Hours:

8:30am to 5:30pm (Mon — Fri)

9:00am to 1:00pm (Sat)

Closed on public holidays and SIM/SIMPL shutdown days.

For enquiries on Student Portal login, please send an email to students@suss.edu.sg
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APPENDIX A: HOW TO OBTAIN DETAILED INFORMATION FROM TURNITIN ORIGINALITY
REPORT?

1. To get details on Turnitin Originality Report, click on the "Paper title" or "Similarity
Index". For example, "Isastudent03_ECA_REPORT".

@ Assignment Dashboard Summary

ECA_REPORT @

Paper Title Uploaded Grade %

I Isastudent03_ECA_REPORT I 1 12 Dec 2017 10:35 +08 - I W 14% I L & B

Note:

1. Turnitin will take an hour to generate an
originality report, for the first submission.

2. Turnitin will take up to 24 hours to generate an
originality report, for all resubmission.

Do note that the percentage of the report will change with more submissions. Students & Tutors should not look at the percentage as a whole to
determine plagiarism or collusion. They should zoom in on the details of the report as shown below to make their decision.
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A detailed report will be presented with the following important information:

&)/ LsA student01  MuhammadBinMohamedAli_TMAO1

— m

Properties in South East Asia

South East Asia has its league of emerging nations that are aggressively banking on their property
sectors.

Vietnam and of late even Cambodia has attracted foreign property investors to embark on landmark
residential properties that may soon define the south east Asian regions.

Luxury properties has already existed in Thailand in the recent decades and today Philippines too has
seized the market with a slew of properties in their coastal areas of Cebu. Thematic residences are also
on the rise with Batam modelling a new concept of water villa dubbed as the Dolphin villa just 16km
away from Singapore.

1. Layers Displays section detected with similarity.

2. Show/Hide Similarity Layer | Shows section in the document detected with similarity features.

3. Match Overview Total percentage of similarity index for the assignment.

4. All Sources Sources where the similarity is found.

5. Filters and Settings To include/exclude quotes, bibliography and sources

6. Download Download current view, digital receipt and originally submitted file.
7. Submission Information Show submission details.

8. Toggle Page Navigation A quick overview of the pages in your assignment.

For more information about Turnitin, please refer to http://community.turnitin.com/members/blog view.asp?id=597928
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APPENDIX B: DISCUSSIONS

Canvas provides an integrated system for class discussions, allowing both instructors and students to
start and contribute to as many discussion topics as desired.

1. Click on "Courses".

2. For Part-Time, click on the desired T group.
For Full-Time students, click on the desired TG group.
For Online Courses, click on the desired TV-group.

*

L5A123_JUL18_LO1 : Canvas Training
Course

L5A123_JUL18_TO1 : Canvas Training |.

3. Click on "Discussions".

— BUS103_JUL18_TVOO

AnoEnCEmEnts BUS103 JUL18 TVO0O

Syllabus Organisation Behaviour

iBookstore

Modules

Assignments

Quizzes Welcome to BUS103 - Organisational Behaviour

For more information about discussions, please refer to
https://guides.instructure.com/m/4212/c/35110.
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APPENDIX C: HOW DO I ACCESS GROUPS?

Groups are like a smaller version of your course and are used as a collaborative tool where
students can work together on group projects and assignments.

1. Click on "Groups".

2. The groups you are enrolled in will appear here. Click on the group name to access the group
site. For example, "Group 1".

3. To view all your groups, click on "All Groups".

® I Group 1 I.
Account
All Groups .

Courses

A&
Groups

Page 65
© 2022 Singapore University of Social Sciences. All right reserved.
Updated on January 2022 by Learning Systems and Applications Systems Department



Canvas — Student Guide

APPENDIX D: HOW TO SHOW MARKUP (COMMENTS IN MS
WORD?

Markup is used by marker to provide feedback on submitted assignment.

1. Locate and open your marked assignment. For example,
"931726620-LSAStudent01_GBAO1.docx".

File Edit View Tools Help

Organize = Include in library - Share with = Mew folder

. Mame
4.1 Favarites

| 4. Downloads I QEI?EEEZD-LSAStudentﬂl_GBﬁ.ﬂl.ducxI .

=l Recent Places

2. Click on "Review".

3. Click on "All Markup".

v = g = 931726620-LSAStudent0]_GBAOL - Word .

FILE HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ACROBAT

? |EN Define % ‘Eﬁi Update IME Dictionary IJ . B}
r. o

= Show Markup =

_ EE Thesaurus
Spelling & . Translate Language Mew  Delete Track
Grammar kz) Word Count - - Comment Show Comments Changes ~ [3] Reviewing Pane ~
Proofing Language Comments Tracking ra

4. Comments will be displayed on the left side of the screen.

Social Media Global Trends
n Carrey Siem Eng Keat
@ sy “As we close our 2016, all of the major Can you =~?-m 3pe0lic desas 1o thow what you
5,15 \ a soclal media players {Google, Linkedin, s
S

5 @ Twitter, and Facebook) support custom
sutlenced This gives marketers more

| Ad
. g . G flexibility in their segmentation 10 use
e .
D w tools like predictive analytics, profiling and .

w R - - more to shce their database and export to
= a one of these platforms. In particular, | see
more marketess leveraging this platform
Ry SO for account-based marketing (ABM)
programs #s they can identify their best target sccounts and deliver personalized content 1o

— s ] - ——

prospects.

X Carrey Sim Eng Keat ' Tithe
With this increased functionality, there should be little need for Marketers 1o seek out ABM. 1iout the theend of your argument. ., —
specific adtech vendors to make sure they are staying in front of target accounts, In fact, ‘ ',";::,:’ i e
many practitioners are arguing that with the rise of ad-blockers and declining traditional
banner engagemaent for B28 ~ that reaching target accoumts theough social channels
provides more coverage, better match rate, and an easy way to optimize marketing budget,

long hedd concerns on information security and confidentiality. Major statutory boards Tres excedent exaenpie MOves vour Mgament
representing chvil services host their Facebook pages 10 connect with the publici in fact it is ot
not surprising that Social Media Analysts are
employed by these agencies to better manage
a their sodial media space over the Internet.
s X

Interestingly sockal media adoption & also common amang government agencies that had | Canrey Sim Log Keat
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APPENDIX E: HOW TO JOIN A GBA GROUP?

Lecturers may create Group Based Assignment (GBA) groups that you can manually join.

1. Click on "Courses".

2. For Part-Time, click on the desired T group.
For Full-Time students, click on the desired TG group.
For Online Courses, click on the desired TV-group.

SUSS Courses *

ik ddl UivERRITY
ML GCIERCER

A

L5A123 JUL18_LO1 : Canvas Training

Course
Account A
[l | LSA123 JUL18_TO1: Canvas Training |.
Dashboard Course

All Courses

3. Click on "People".
4. Click on "Groups".

5. Under the group name, for example "GBA 1", click on "Join".

SANDBOX
E.‘.:I:—UI.L 4
Home

Announcements

People I 3
Syllabus GBA 1cBaA 0 students JOIN
iRnnkstore
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