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'Canvas Quick Reference Guide for Faculty

provided by

OIT’s Academic Technology Consultants

Overview

This collaborative reference guide for Canvas is designed to provide basic instructions and highlight
important settings for commonly-used tools in Canvas. While some instructions are provided in a
step-by-step format, there may be more than one way to achieve your desired outcome. Canvas releases
new updates on a monthly basis, and some screenshots provided in this guide may not always reflect the
current state of the application.

For more in-depth instructions and topics not covered in this guide, visit OIT’s Canvas service page,
Canvas Instructor Guides or attend one of OIT’s Academic Technology Trainings. You can also schedule a
Canvas consultation with one of OIT’s Academic Technology Consultants.

Suggest changes to this guide

This guide is published in a Google Document format to allow for easy collaboration between faculty. We
encourage instructors using this guide to add suggestions to help improve the content for others.
Academic Technology Consultants will be notified when suggestions are added and will address
comments and edits on a rolling basis. Before making suggestions, ensure you’re logged in to Google
with your CU Boulder account. You can also email suggestions to oithelp@colorado.edu.
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The guide was created based on the Canvas Quick Start Guide for Faculty, authored by Gurumurthi ‘Ravi’
Ravishankar, Instructor at the Leeds School of Business. It has been adapted and is now maintained by
the OIT’s Academic Technology Consultants for wider distribution.

Creating a Canvas Course

To create a course in Canvas:

e Loginto MyCUInfo using your ldentiKey, select the Term when the course is being taught, and go
to the Course Tools tab.

® Select the course from the drop-down menu, and click Create Online Course

My Courses Course Tools

Course Tools: Fall 2019
Courses:| BASE-2104-030 ~

BASE-2104-030: BASE

Students enrolled: 106

Students withdrawn: 0 COURSE SPECIFIC TOOLS ROSTERS
Students wait-listed' 0

Enrollment limit: 83
Type: Lecture Add/Edit Course URL Print-friendly Class Roster

Location(s):
- KOBL §135 View Campus Map

Create Online Course | Print-friendly Photo Roster

Other Instructors: none View Library Course Reserves Download CUClicker Roste

. . . Email the Class (opens email) Download Excel-friendly C
Description: Focuses on major business

e If you are teaching multiple sections (including distance learning sections) you can combine the
sections into a single course by following the instructions that appear after clicking Create Online
Course.

e You will receive a notification via email that your Canvas course has been created.

Course Settings

Once you log into Canvas, you will be taken to your Dashboard, which will include a card for your
Sandbox course and a card for the course(s) that you created.

When you click the course card, it will open the ‘shell’ of the course you requested:
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m View Progress +& Export Course Content ~+ Module Course Status

©Fubish
& Choose Home Page
Grades & View Course Siream

People Announcement

Create a new Module Coming Up [5] View Calendar

Mathing for the next week

Syllabus

Conferences
Collaborations
Chal

Attendance
Add existing content

NameCoach

Settings

Along the left side of the page is the Course Navigation bar, which includes tools you can use to
administer your Canvas course. To change Canvas course settings, click Settings at the bottom of the
Navigation bar.

Settings—Course details tab

e Clicking Settings will take you to a Settings page with several tabs along the top. The Course
Details tab will open by default.

Home Course Details Sections Navigation Apps Feature Options y Student View
=] Course Details Course is Unpublished i Course Siatisiics
51 Course Calendar
Grades & Conclude this Course
People Image Choose Image

I Import Course Content

. Export Course Content

e Course start and end dates show the time period in which students will have access to the
Canvas course.

~ Teachers
Chat Term Default Term

. TAs
Aftendance

age and Dashboard. Flease confim term dates before

My Media TA - No Grade Access

Starts:

= Grader:
NameCoach “
= EEN - - —
— - - - Observers:
trict students from viewing this course afier end date
trict students from viewing this course before start date
When selected, the < inaccessible outside course dates. If the course dates are blank, these start and end dates m date
Language: Not set {user-configurable, defaults to English (US) ¥
This will override any userisystem language prefarences. This is only recommendsd for foreign language courses
File Storage =000 budes

Grading Scheme: Enabl course grading scheme

e Changing your course’s Grading Scheme settings allows you to configure a customized grading
scheme for your class, if your grading scheme differs from the default scheme available in Canvas
(this is discussed in the Grades section).
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Settings—Navigation
e The Navigation tab allows you to customize which Navigation items are enabled and visible to
students in the Course Navigation bar on the left.

murthi Ravic X 4
&« > C @ canvas.colorado.edu/courses/56530/settings Q f ©

H2 Apps Imported from I G Google Yahoo ¥ Google Maps M Gmail BASE Connect Pearson @ Canvas @ CUlogin - @ Global Sem » Other bookmarks

Home Course Details ~ Sections | Navigation | Apps  Feature Options Student View

Course Statistics

Drag and drop flems ta reorder them in the course navigatiof}

(41 Course Calendar
Home

Grades Announcements 1 @ Conclude this Course

People Assignments 2 Import Course Content

Discussions

Grades L Export Course Gonten

Syllabus People i ©) Reset Course Conten
Fages
Validate Links in Conten
Files

Syllabus Current Users
Outcomes Students None
Conferences Quizees —
N o Auditor None
Collaborations Modules
cha Teachers 1
chat Conferences
" Tas None
Attendance Collaborations
My Media Chat -
None

NameCoach Aftendance

NameGoach

None

None

Drag items here to hids them from students

e Dragitems into the lower section to hide from students (for some of these items, Instructors and
TAs will still be able to see them). Disabled items can be dragged to the top section to be
enabled, and added to the Navigation bar.

e |t's typically a good idea to disable any tools which aren’t going to be used within your course.
Recommended items to keep enabled: Announcements, Assignments, Quizzes, Modules, Pages,
and Grades.

e Click Student View along the right side of the window to check what the students can see in
your course.

Importing Content from an Existing Canvas Course

Canvas course content that you have created in previous semesters can be imported into subsequent
semesters’ Canvas courses. Importing is a great way to avoid the redundancy of recreating/uploading the
same course content every semester.

Warning: Importing course content will overwrite existing content and student participation in the
course, and it cannot be undone. There is no way to roll back to a previous version of the course, and if
content or grades are overwritten, instructors will need to manually fix overwritten content, including
re-entering grades.

Do not use this method to import content into courses where you have already made changes to content
that you would like to keep, or that students have already participated in unless you are very familiar
with and comfortable with selecting specific content to import. For assistance in importing specific
content into a live course, or a course that you have already made changes in that you would like to keep,
please schedule time with an LTC.
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Furthermore, if you are teaching a course that has already been taught by another faculty member and
ou have been given access to their course, you can import their course content into your course. To
perform an import:

e From either the course Home page or course Settings page of your current semester’s Canvas
course, select Import Course Content along the right side of the window.

=4
Bouker

&)

[

Home CouseDefails  Secfions  Mavigalion | Apps  Feature Options j Student View

il Course Statistics
Drag and drop items to reorder them in the course navigation

51 Course Calendar
= Home
Grades Announcements : & Conclude this Course
People Assignments H [ 1. Import Course Content ]
Discussions
Grades L Export Course Content
Syliabus People : ) Reset Course Content

Pages

-  Validate Links in Content
Files

e Select Copy a Canvas Course from the Content Type drop down.
® Select the Canvas course that you want to copy from the drop down.

()
H Home Import Content

Content Type Copy a Canvas Gourse v

Search for a course Selecl a course v ar

Grades drshudh

ontent All content

Select specific content

® You can copy the entire course, or specific parts of the course (such as a single item or group of
items).

e |[f you select “Adjust events and due dates”, they will be adjusted based on the start and end
dates of your course.

e Once you've selected what you want to copy, click Import. The job will be queued and typically
completes within a few minutes (or longer if it is a very large course file).

e Importing All Content will bring across all created items, including Modules, files, quizzes etc.

® You may encounter errors with the date adjustments for assignments, which you can fix
manually.
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Announcements

Use Announcements to send notifications to the students in your course.

® : a
D Home

|Announcements External Feeds

Assignments
> - n

e Click the + Announcement to open the Rich Content Editor.
You can delay posting an announcement. This feature can be used if you want to save a draft of
an announcement that you are still working on, or if you are planning to post an announcement
on a future date. Just delay the posting and it won’t be displayed. Unless you Delay posting of an
Announcement, it will appear within your Canvas course immediately after being saved.

e You can post announcements for All Sections (default) to see, or select specific sections to make
it visible to.

e By default, Canvas Announcements generate an email notification which is sent to students’
colorado.edu email addresses.

@ Conferences 0 words

Collaborations Post to

Chat All Sections  x v

Attendance
My Media Attachment | Choose File | No file chosen

Web Grading Sync

oo Options
New Analytics —————1

Settings Allow liking

Cancel m
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Pages

Pages allow you to create a “webpage” within your Canvas course. They can be used to link to other
parts of your course including Modules, Files, Assignments, other Pages, etc. They can also be used to
create a custom homepage for your course. The entire course can be organized using Pages.

Pages can be customized using Cidi Labs Design Tools. Cidi Labs provides a robust suite of tools for
creating eye-catching and more navigable Pages within your Canvas course. Those unfamiliar with HTML
design may need to invest significant time into making best use of Cidi Labs, so be sure to budget your
time accordingly if you're interested in deploying Cidi Labs in your own courses, and be on the lookout
for training sessions which cover the use of this tool.

H -

Announcements &

Assignments & Page title » Creation date Last edit

No pages created yet. Add onel
le=g] Discussions &

Fendan

2019 Fall Tern | I
’ View All Pages ° Published A Edit

Home

Announcements oAt mina nan 1EAT antoorct Lnmn Do T

Click View All Pages to show all the pages you have created for this course.

S
Home
Announcements Page title » Creation date Last edit
Syllabus FALL 2019 BASE Home Page (EETZrS Aug 9, 2019 Oct 9, 2019 by Gurumurthi Ravishankar ]
= JNB - Week 1and 3 Readinas. New Cateaories Aua 23.2019 Sep 3. 2019 bv Marcus Williams-Admin L)

The +Page button allows you to create a new Page using the Rich Content Editor

® By clicking on the “Link” button in the toolbar of the Rich Content Editor, you can Link to any
content in the course

Home

Account
Announcements

Modules Edit View Insert Format Tools Table

Assignments 12pt v Paragraph v B I U Av &Zv T2v WV By By @ & Y
| Pages External Links

Discussions

Quizzes

Google Apps

Zoom

Conferences &

Syllabus @&

Collaborations &

Fil @&
es p ® owords <> /i

- ~
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” o 1
\Ql" = Ethics 202 (NEW) > Pages Add .
Boulder

Links v
N o

Account
Announcements Q

Modules Edit View Insert Format Tools Table Enter at least 3 characters to search

Assignments 12pt v Paragraph v B I U Av &v Tiv | £~ Bv Gy BY
|pages > Pages
Grades > Assignments
e Discussions
= .
= Quizzes > Quizzes
Inbox
® Google Apps > Announcements
History Zoom >
Discussions
Conferences 2

e

1)

Syllabus @ > Modules

Collaborations &
> Course Navigation

T
o

Files @

For example, you could create a Home Page that has links to course Material, such as the syllabus or
course readings

The Pages tool provides flexibility for you to create a wide variety of types of course content. For
example, they can be used to:

e Create Pages for viewing media with embedded images, videos, and cleanly-formatted text
e Link students to assigned readings, or other course content you’d like them to view
e Link to Assignments for that week, along with instructions for the assignment (via Links)
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Modules

To get to the Modules tab, click on Modules in the Course Navigation bar. It’s possible to make all of your
course materials available to students in an organized format using Modules. For example, you could use
Modules to sort course materials by week, sessions, chapters etc.

® Modules provide students links to the content that you want to cover (files, links to external
websites etc.)
The content itself will also be stored in Files (this includes Word and Excel files, PDF, images, etc.)
Create a new Module by clicking on either +Module or Create a new Module (shown below).

View Progress «7 Export Course Content =+ Module

g

Grades

People

Create a new Module

Syllabus

e Clicking on one of these buttons will open a new window where you can name your module and
define when it is accessible to students using the Lock Until option

Add Module

Demo Module

18 Lock unti

® Once the Module is added, you will be returned to the main Module page.

(&)
H Home View Progress <5 Export Course Content -+ Module

= = Demo Module

e The order of Modules can be moved around by clicking on the eight-dot configuration to the left
of the Module title and dragging it to your desired place, or by clicking on the three dots on the
right of the module and clicking Move Module.

Collapse All View Progress <3 Export Course Content + Module

i »|Demo Module
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Files

Any files you add to your Canvas course will be stored in Files. Based on your preferences, you may
choose to utilize Files as a folder-system repository for course content, either for student access or for
your own personal organizational purposes. While Files should be located in the Navigation bar, it will be
hidden from students by default. It can be enabled to make it accessible to Students (refer to the
Settings>Navigation section above for info on how to do this).

e Files can be used to organize course items using a traditional folder/file structure

Announcements

Syllabus o 0 items selected S 1 Upload

Assignments

*1 BASE 2104-030,031:BASE Hgll 2019 Date Created Date Modified Modifisd By Size

| <

(s D H_'lm

T Aug 22,2018 Aug 22,2019 146 MB (-]

Folders can be nested inside others as sub-folders, which you will see along the left side.

o Double-clicking on a folder along the left side will open it and show the files inside the folder.
This also selects the folder so new files will be uploaded there.

e Clicking the Upload button will prompt you to locate the file(s) on your computer for upload.
If you upload a file to the wrong folder, it can be moved by dragging and dropping to the correct
folder.

e When you move the cursor over a file three dots will appear along the right side. Clicking on
them will show you options for that file (such as renaming).

+ BASE 2104-030,031:BASE Fall 2019 Name & Date Created Date Modified Modified By Size

» &5 Course Docs Refresher on Marketing ROlpdf 2, 2019 Aug 22,2018 501 KB (-]
» B COUrse_image
» 2 JNB stl= 3t Third Party - Amazon.odt Aug22, 2019 Aug 22. 2019 242KB ]
5 JNB Assignments
C: 22,2018 K ]
» 1 Noodles
» £ Noodles Assignmenis | 22, 2019 g 22, 201 o
» & OLD Files
P M repren 22,2018 4
v Rachio MeGraw Hi Jan 24,2018 Jan24, 2018 205 KB Rename
» = Rachio Assignments -
Move
) 1% 0f52GBused
| oo

e Clicking on the file name itself will open the file within the Canvas window.
e |[f you upload a file with the same name as one that exists in the folder you will be asked if you
want to overwrite the file or save it as another version.
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Assignments
Click on the Assignments link in the Course Navigation bar to open the Assignments section.

e Canvas organizes all Assignments into Assignment Groups. While you don’t necessarily need to
create Assignment Groups to administer Assignments, they can be used to enable weighted
grading in Canvas and to set up grading rules (such as dropping lowest scores in an Assignment
Group).

e By default, there will be an Assignment Group called Assignments. Any Assignments that you
create can be used for graded content, whatever that might be.

e To create different Assignment Groups, click on the +Group link at the top right of the page. This
will open a pop-up window where you can name your group and decide what percentage of the
total grade this group of assignments will contribute to the overall grade.

® The screenshot below shows a group called Homework Quizzes that contributes 19% of the
overall grade.

@ Assignments: 2020 Spring Suppl X =+ = X
< C @& canvas.colorado.edu/courses/57685/assignments# a v & 6
Imported From IE G Google [@ Yahoo ¥ Google Maps ™M Gmail BASE Connect Pearson @ Canvas @ CUlogin = @ Global Sem » Other bookmarks
— MGMT-EMEN 4110-001,002,003 > Assignments [«

Home

Announcements # v Assignments 0% of Total

|Assignments

No assignments in this group
Modules

Grades .
i » Homework Quizzes 19% of Total
Syllabus

Quizzes

® Once you have created the Groups, you can add an Assignment to the group by clicking on the
+Assignment button along the upper right corner

<> 20 ~

D Home

E inceme 5 - Assi :
Announcements # v Assignments 0% of Total H

|Assignments
@9 Modules

No assignments in this group

e This will open a pop-up window where you can give the assignment a name, due date, and
allocate points.
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Add Assignment to Assignments
Type: | Assignment
Name
Due

Points: | o

More Options Cancel Save & Publish a
%

e Clicking More Options will expand the entire view of the assignment.
e The entire view of the Assignment allows you to enter a description, including instructions for
the Assignment, links to files students need to download, etc.

Home

Link to other content in the
Announcements |

courseClickany pagetoinserta

|Assignments link to that page.
@ HTML Editor

Modules B/ UA-B-LE==3:= X x i > Pages

Grades H- 8P R E B e Vv E T T - Pasgiph  ~ @)

> Assignments

Syllabus

Quizzes > Quizzes

People > Announcements
Collaborations

> Discussions

As you scroll down there are other options to consider:

scussions B
los & Points | o
2w Analytics
Assignment Group  assignments v
Display Grade as Points v

Do not count this assignment towards the final grade

Submission Type
No Submission v

Group Assignment
This is a Group Assignment

Peer Reviews
Require Peer Reviews

Assign )
" Assignto

Everyone X

Due

Avimilahla fram Finsit

e You can move an assignment into an Assignment Group by clicking on the dropdown next to
Assignment Group.

® Selecting a Submission Type determines the method by which students can submit their work. If
students will be expected to upload files as their submission method, select the option for
Online.
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® You can make an Assignment into a Group Assignment. Note that you will need to define the
Groups separately under the People tab in the Course Navigation bar.

e By default, the Assignment will apply the same due date for everyone in your course. You can
assign it to individuals or sections with different due dates. You can also limit the window when
the Assignment is available to the students.

e The +Add button can be used to create additional customized Availability/Due Dates

Assign )
9" Assignto

Everyone X

Due

Available from Until
-+ Add

Notify users that this content has changed Cancel Save & Publish @

e When finished click either “Save” or “Save and Publish”. Publishing will make the Assignment
available for students to view/take. You are better off just clicking Save until you are certain you
are ready to publish.

Table of Contents https://oit.colorado.edu/I



https://oit.colorado.edu/ltc
https://oit.colorado.edu/ltc

Ql' Office of Information Technology

UNIVERSITY OF COLORADO BOULDER

Quizzes
Canvas Quizzes is a tool which allows you to build interactive assessments that can be used to gauge
student understanding of course materials.

This guide only provides information on Classic Quizzes, which is the default Quiz tool in Canvas.
Canvas also has a New Quiz feature, which can be enabled in the course settings. It should be noted
that New Quizzes is not compatible with the Proctorio integration.

Question Banks:
Using Question Banks, you can create a repository of questions which can be applied to multiple
Quizzes. While this can be a useful tool, it is not required for Quiz creation. If you'd like to jump right
into building a Quiz, scroll down to the Creating a Quiz subsection below.

e Clicking on Quizzes in the Course Navigation bar will open the primary quizzes page shown
below. Clicking on the three dots on the right will display Manage Question Banks

- Course Quizzes

No quizzes available

e Selecting Manage Question Banks will take you to your question banks.

Course Question Banks

e Click on Add Question Bank to create a new question bank and name it.
e Clicking on the name of the question bank will open it. Along the right, you have several options

Case Questions ~+Add a Question

Remember, changes to question templates won't automatically update quizzes that are already using those questions. Edit Bank Details

el o

Show Question Details — Move Muttiple Questions

) [F7 B

X Delete Bank

Question oS 11 Bookmark this Bank

®

Aligned Outcomes

Wnat kind of supply chain did Avon need

2 Align Outcome

e Clicking Add a Question opens a blank question. The default question type is multiple choice, but
there are many options in the dropdown. You can also establish how many points this question is
worth.
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Modules
Details  Questions Mastery Paths

Assignments

Pages
Grades Question v Multiple Choice 2 1
True/False
Discussions Fill In the Blank
Enter your questionand iy Fill I Multiple Blanks e
Quizzes Question: Multiple Answers
Multiple Dropdowns
Google Apps Edit View Inseft Matching
Numerical Answer
Zoom 12pt v Paragrde  Formula Question v TPV P v Bav voo e P
Essay Question
Conferences 4 File Upload Question
Text (no question)
Syllabus B

Collaborations &

Files B
Rubrics B
People &
Outcomes &
Settings

p # @ | Owords <> [/ &

e The question description area can be formatted using the Rich Content Editor. You can refer to
the Canvas guides for information on how to create the different types of questions.

Creating a Quiz

If you want to create a Quiz, click on the +Quiz button on the Quizzes page.

Note: Quizzes are worth the sum total of the points allotted to each of the individual questions
contained in a Quiz. Keep this in mind before publishing.

E] ) 5 Mansge ueion erks
- Course Quizzes
I No quizzes avaiable
(©)
® On the Details tab of the Quiz, you define the primary aspects of the Quiz

Grades Quiz Instructions:

Discussions Edit View Insert Format Tools Table

Quizzes 12pt v Paragraph B I U Av £v 7*v &£~ BHvY &y By B & ¢ Ev =Ev =

Google Apps

Zoom

Conferences @

Syllabus &

Collaborations &

Files @

Rubrics B

People (e

Outcomes &

Settings b ® owords <> [/ i

QuizType  Graded Quiz v
Assignment Group  Midterm Exam v
Options
O Shuffle Answers
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e The Quiz Type dropdown allows you to have practice quizzes that don’t count towards the grade.
There are also options to create graded or ungraded surveys using the Quiz tool.
e The Assignment Group dropdown allows you to define under which group you want this Quiz to

appear on the Assignment Groups page

Options

Shuffe Answers

Time Linit Minutes

Allow Multple Attempts

@ Let
Mar

Only Once After Each Attempt

The Coreet Answers

@ Letst

Show one question at 3 ime-

Quiz Restrictions

Require an access code

Fiter IP Addresses

Assign
Assign to

Nolify users this quiz has changed Cancel | | Save & Publish m

e Other parameters such as time limit, number of attempts, and student access to their responses

or correct answers can be defined.
e Availability of the Quiz and a due date can be set at the bottom. You can set one time range for

the class, or specific time ranges for different sections or individuals.
® Once you have defined the primary parameters of the Quiz, click the Questions tab along the top

to start adding questions.

Points 100 @ Published

Details Mastery Paths

Fall Final 001 and 002 (Remotely Proctored)

Quiz Instructions:

Edit View |Insert Format Tools Table

28.8px v Heading2 v B J U Av 2v T2°v Py EHv By By B & Y

* WARNING: The exam is timed. Check your time in the upper right corner. Once you start, the timer will not stop, even if your

® You can either directly add questions or create question groups that pull from the question
banks that you have created.

https://oit.colorado.edu/I
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e Remember: when creating a new question, use the Update Question button to ensure that your
progress is saved properly

Points 0 Not Published

Details | Questions | Mastery Paths

~+ New Question —+ New Question Group Q, Find Quesﬂuns]

Gutcomes 7
ueor Motify users this quiz has changed Cancel | | Save & Publish m

e +New Question is the same as the Add a Question described earlier.

e Find Question will open a pop-up window that shows you ALL the question banks that you have
access to. This includes past classes that may have closed. Clicking on the bank will display the
guestions associated with the bank.

Find Quiz Question x

A_MBAC Cal nk
Bonus Question . -
Midterm
Brand Recall " = "
Add questions to the question group:
Brokerage
[No Group ] v
Add Questions Cancel

e +New Question Group will allow you to create a Question Group. You can add any number of
guestions to the question group as long as they are the same value. Then choose how many
questions from the question group will randomly be selected to be part of the quiz and how
many points you want each question to be worth.

2 > Quizzes > Unnamed Quiz

Points 0 Not Published

Defails | Questions | Mastery Paths

Group [ Pick 1 |questions, ! ptsperquesucn]

2 Link to a Question Bank

Nl Create Group

® Once the group is created, add questions using the + sign along the top right.
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Details | Questions | Mastery Paths

This question group is set (o pick more questions than are available:

® You can also link directly to a Question Bank that you have created, and it will pull the number of
guestions you have indicated and assign them the point value you have indicated (irrespective of
what point value you gave the question in the bank when you created the question)

2 > Quizzes > Unnamed Quiz

Points 0 Not Publishe

Defails | Questions | Mastery Paths

= Pick 1 |questions, T  pts per question
Link to a Question Bank

e Selecting Link to a Question Bank will open a pop-up window that displays ALL the question
banks that you have access to. This includes past classes that are closed.

Managing Student Accommodations
Once a quiz has been created AND published, you will be able to moderate the quiz for students
requiring accommodations.

e Select the quiz and click on Moderate This Quiz

@ Pubished IR D Related Items

Practice Quiz1

These are a set of practice questions, 5o you can familiarize yourself with the correct use of the different formulae and practice your critcal thinking about the question being posed

e This will display the names of all the students. Click on the pencil icon at the right end of the row
with the student’s name. This will open a pop-up window.
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Student Extensions *
Extensions for

Extra Attempts:
Extra time on every attempt:

Manually unlock the quiz for the next attempt

C’ancel m

4

e Add the extra time that a student will receive based on the time accommodation and click Save.
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Grades

Grading Scheme
The letter grades that the students see are dependent on the grading scheme you have selected for
your course. Canvas’s default grading scheme is the commonly used grading system at CU Boulder. It
can be found under Settings and adjusted if necessary. Generally, after a Quiz or Assignment has
been published, it will show up as a column in the gradebook.

New Analytics Ends: May 27, 2020 at 11:59pm

| Semngs # Students can only participate in the course b

o, the course is in 3 resd-o

Restrict students from viewing this course after end date

Restrict students from viewing this course before start date

When selected, the course s sible outside cours ¥ the course dates are blank, these start and end dates apply to the term dates.
Language: Not set (user-configurable, defaults to English (US) ¥
This will cerride any user/system language preferences. This is only recommended for foreign lznguage courses
File Storage 5000 megabytes
Large Course Launch SpeedGrader Filtered by Student Group
Grading Scheme ¥ Enable course grading scheme

rading scheme

License: Priva

(Gopyrighted) \E

e The default scheme is as follows:

View/Edit Grading Scheme X
Default Grading Scheme Q, Select Another Scheme x

Name: Range:

A 100 % fo 94.0%

A- =094.0%

B+ = 90.0 %

E =870 %

E- =830 %

C+ = 80.0 %

c =T77.0%

C- 0% 7

D+ 0% 87

D 0% 63.0%

D- 3.0 % to 60.0%

F 0% to 0.0%

manage grading schemes [ Done

® In the default scheme viewer, you can create your own grading scheme for the course by clicking
Manage Grading Scheme and then adding your own grading scheme. Once added, you may
select your scheme as the grading scheme to be used for the course.

Grade Visibility
e By default, grades are visible immediately to students unless hidden. However, you can modify
this using posting policies (Posting Policies) to hide (or mute) the posting of your grades.
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e To adjust the Posting Policies, click on Grades in the Course Navigation bar to open the
Gradebook. Click the gear symbol at the right end of the gradebook screen. You can select
“Manually Post Grades” on the second tab.

L]

Lowest possible grade percent

Cancel

® You can also hide the display of the grades for a particular item in the gradebook by clicking on
the 3 dots next to the assignment’s name and selecting Grade Posting Policy from the
drop-down menu.

e Select the Grade Posting policy. Change the posting policy to Manually. This will hide the grades
for all subsequently graded Assignments until they are manually released.
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e When grading is completed for the assignment, the visibility icon (eyeball with line through it)
will indicate the grades cannot be viewed by students.

Gradebook View ~ Actions =
9\ O
Student Name Identifying Symbols™ ... ¢&> Perspective Analysis -... _
Qut of 3 MANUAL Qut of 50

Emily Boone _ 45 e_. @591.25%
HEEL T - 50 0 @ 100%

1ax Johr - 50 93.75%
Bru - = 100%
Joe Roger - - 100%

® You need to go back to the Options dropdown (3 dots) and select Post grades before the
students will be able to see the grades.

Gradebook v View v Actions v

Sort by >
[ Message Students Who
o Curve Grades
pres Set Default Grade N

Hide grades
Enter Gradesas >

Grade Posting Policy

Students’ total grade in a course can be forwarded onto the Registrar at the end of the semester via the
Web Grading Syc. More information on using Web Grading Sync can be found on the OIT website.
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