
 

Finalizing Grades in Canvas 
●​ Before entering grades into SIS, complete the following:  

o​ Email class before finals week alerting them to the last day you will take assignments and will 
post grades.  

o​ Review all assignments in the gradebook to confirm that all grades have been entered correctly 
and update any assignment that has not been graded.  

o​ Continue to check emails (Canvas and Gmail) to confirm there are no questions regarding 
grades, assignments, etc., until the day grades are submitted.  

What should I download?  
●​ Gradebook –In 2018, the Arizona State Library, Archives, and Public Records division created the 

“General Records Retention Schedule Policy for All Public Institutions of Higher Learning.” This policy 
requires that all accredited higher education institutions require faculty to retain “Grade Reports” for 1 
year after the semester in which the course has ended (see page 14). 
 

Downloading the Gradebook 

Step #1 

   

Step #2 & 3 
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https://apps.azlibrary.gov/records/general_rs/GS-1049.pdf
https://apps.azlibrary.gov/records/general_rs/GS-1049.pdf


 
 

Step #3 
 
 
 
 
 
 
 
 
 
 

Step #4 

 

Step #5 

 
 
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-export-grades-in-the-Gradebook/ta-p/809 

 
 

 
            

SMCC CTL Nunn © 2022 

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-export-grades-in-the-Gradebook/ta-p/809

	Finalizing Grades in Canvas 
	What should I download?  
	Downloading the Gradebook 
	Step #1 
	Step #2 & 3 
	Step #3 
	Step #4 
	Step #5 


