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Finalizing Grades in Canvas

e 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 | download?

e 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 Modules

Syllabus

I Grades

Open Grades

In Course Navigation, click the Announcements
Grades link.

Discussions

People

Export Scores

Click the Actions menu [1], then click the
Export link [2].

Step #2 & 3

When the export is completed, Canvas will
download the CSV file automatically to your
computer.

* Gradebook export files include the Gradebook ~ View ~ Actions » Q ﬁ
date and time of the download to
differentiate between multiple exports. ~ Student Names —

e The export filename format is Q. Search Students
YYYY-MM-DDTHHMM, followed by the W

course name.

e Gradebook export files automatically
save to your user files in an Unfiled
folder.
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Step #3 Export Scores cont.
= Ifyou navigate away from the page Gradebook »  View Actions+ o
during the export, the CSV file will
appear as a previous download inthe  Student Names T
Actions menu so it can be downloaded P
again. The Gradebook will show the Q Search Stude Export
date and time you requested the
export. Shidant Name New‘Explort (Oct 13, 2021 at
s If you made changes to the Gradebook Ol B 10:42am)
after exporting a file and want to export ki
a new file, click the Export link again.
Step #4 Edit Scores
Edit the scores in Microsoft Excel. Make
sure to save the file as a CSV file type.
o R TR (S -S| - —) [_— c —) [ | [R_— [ S_—_— ] |
SIS User ID SIS Login ID  Section Introduction: Unit 1 Discus Unit 2 Discus Expectations Unit 1 Assigr
15 15
emily.boone. History 101 - Section B 12
jessica.doe.c History 101 - Section B 13
max.johnson History 101 - Section B 12
Jones, Bruce bruce.jones.i History 101 - Section B 14
7 |Sanderson, M nora.sanders History 101 - Section B
Smith, Jane jane.smith.ci History 101 - 10
View Read-Only Columns
Step #5

The CSV download includes read-only

columns displaying current and final scores. §- 4 & BL M | BN | 50 e
B - StuclD Current Score Unposted Currdnt Final Score Unpgsted Final Score
These_columns display for each assignment | Poans(resiony) Tesdok) Coad ooty =
group in a course and for final course  |Abs s 7836 5 78.36 78.36
grades Al 77.65 b5 ]
z Blar 48 99.9 9
5 Calc it 92.72 2
1
1. Current Grade: Reflects course grade based bo
on graded, posted assignments 2
1
2. Unposted Current Grade: Reflects course 5
grade based on graded assignments, f
including hidden assignments but excluding s
unsubmitted assignments 8
L¥9
3. Final Grade: Reflects overall course grade 2
including unsubmitted assignments as zero 48
but excluding hidden assignments ';

4. Unposted Final Grade: Reflects overall
course grade, including unsubmitted
assignments as zero and hidden
assignments

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