Extending External User Access
Instructions on how to extend access to an External User account in Canvas.  For instructions on how provide external user access, see Granting External User Access.  
Important Information
· If the end date of the account passes it is removed from Canvas and when it is reinstated the account will have to be re-enrolled into courses.  Avoid this by extending the account before it expires.
· It is important that both the account holders name and email address are entered exactly how they appeared when the account was first created.  If you are unsure of a name spelling or email address you can confirm this information by going to a course the account is enrolled in and viewing its profile information from People.
· If the email address is miss spelled, the account will not be extended and instead a new account will be created.  If this occurs simply request the extension again for the correct email account.
· If the first or last name is miss spelled, the request will go through successfully but the name will be overwritten.  If this occurs simply request the extension again with the correct name spelling.
Extending Access
1. Click UNF External Users from your course menu.  For instructions on how to make UNF External Users  tool available in your course, see Granting External User Access.
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The Grant External Account Access page may take a minute to load if it does not appear to load at all contact CIRT at cirtlab@unf.edu or 620-3927.









2. [bookmark: _GoBack]In order for your request to go through successfully you must provide all of the information exactly how it was entered in the original request.  
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a. Email Address Instructions: Instructions on how external user can register for a Google or Microsoft Account (can be sent to the external user)
b. Email Address: The email address of the external user (preferably a Google or Microsoft address)
c. Name: First and Last name of the external user
d. Select Email Provider: Choose whether the external user will be using a Google or Microsoft account
e. Number of Days to Keep Active: 0 – 180 days, you can extend the active period at any time before the account expires.
f. Remove from List: If external user has been added in bulk and needs to be removed from list of users
g. FERPA Disclosure: Please read the full FERPA disclosure and select the checkbox
h. RESET: Clear all fields and start over.
i. CREATE USERS: Click to submit inputted information and create user. Note, this will send a confirmation email to the external user.

3. Review the information to ensure it is typed in correctly and click the Create button.  If the information does not match exactly a new account will be created instead of extending the existing account.
4. You will immediately receive a confirmation message and you can either extend, or request, another user or leave the tool.
Shortly after the confirmation screen an account update email will be sent to you and the account holder containing information about the extension.  If the request was made after the account became deactivated you can begin adding the account to courses again from the email address you registered it from.  
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@ Grant External Account Access

“This tool allows instructors to grant temporary access (up 180 days) to external users with a Microsoft or Google account.

After the extemal user Canvas account s created, the requesting instructor will be able to enol the exteral user in 3 Canvas course using
the email adaress provided in the account request

& Email Address Instructions

Ifthe quest user prefers a non-Microsoft or Google account, they willstil have to register ther email address with one of those services
Howto:

« Register existing email with Google
« Reaster existing email with Microsoft
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) FERPA Disclosure: | acknowiedge and agree that in granting 1 external users to the University of North Florids's LMS, 1 am
Fequiring the recioient fo comply with the University's reguiations, policies, requirements and all applicable tate and federal statutes
while accessing UNF's LMS. Specificall, the recipient s required to maintain the privacy of student déta in accordance with federal
Iaw, the Family Educational Rights and Privacy Act (FERPA), and any regulations, policies and requirements UNF has established or

may establish regard and maintenance of student records and understand that access s, ational
purposes only. owledge that the recipient willreceive separate notification of these priorto
accessing the LMS.





