Organizing your Canvas
Gradebook

This tutorial focuses on the connection between the Assignments screen and your
Gradebook—how to organize and update your grades. This is a basic overview of
Grades.

If you learn better with video tutorials, view these tutorials from OSU-Stillwater:
» Creating a Grade Item
» Sorting Grade Items into Groups

There are more videos at this OSU-Stillwater Canvas page if you are interested in
more advanced items pertaining to the Gradebook.

Log into canvas.okstate.edu with your O-Key and
select the course you want to work in.

The first thing to understand about Canvas grades is

B that the Gradebook is connected to the Assignments
Announcements screen.
You cannot create or delete columns in the Gradebook
Discussions itself. The Gradebook’s columns and points are
determined by what is in the Assignments area of
Canvas.
People

Which means that every item you want to have as a
grade must have an item built into the Assignments
area, even if it is an in-class assignment.

Please name your assignments in a way that makes sense. It not only helps the
students, but also your department heads, should they need to look over your
grades for a grade appeal down the road.
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https://vimeo.com/279889506
https://vimeo.com/336164509
https://itle.okstate.edu/canvas.vbhtml
https://stwcas.okstate.edu/cas/login?service=https%3A%2F%2Fcanvas.okstate.edu%2Flogin%2Fcas
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i Module 1 Exam
g Closed | Due Jun 16, 2019 at 11:59pm | 100 pts

5o Module 2 Exam
* ™ Closed | DueJun30,2019at 11:59pm | 100pts

Module 3 Exam
Closed | Due Jul 7, 2019 at 11:5%pm | 100 pts

3 Module 4 Exam
o i Closed | DueJul14,2019at11:5%pm | 100 pts

B Module 5 Exam
™ Closed | DueJul21,2019at 11:59pm | 100 pts

i Module 6 Exam
S Closed | Due Jul 24,2019 at 11:59pm | 100 pts

| i & Module1,lesson1
. Closed | Due Jun 9.2019 at 11:590m | 25 ots

Click on the Assignments link on your Navigation Bar. It’s easy to confuse
the Assignments screen with the Modules screen at first glance, so double
check at the top to see that you are in the Assignments area.

By default, Canvas will group all your quizzes, discussions and assignments
into “Imported Assignments” or simply “Assignments.” You can leave them
as is, but it is best practice to organize them in a logical manner,
whether by due dates or types.

Note: How you have your assignments organized here in Assignments is how
the gradebook will appear.

To create a Group, click the +Group button at the top. Give it a name and
click Save. Then drag the assignments you want in that group by clicking
on the eight dots to the immediate left of the assignment name. You can
also organize within the group by dragging the items up and down.
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Gradebook ~ View » Actions v

Module 1 Exam Module 2 Exam Module 3 Exam
Student Name
Out of 100 Out of 100 Out of 100
Test Student 98 76

Once in the Gradebook, you will see your students’ names, along with each quiz,
discussion, or assignment, however you have organized it in the Assignments area.

If you have an in-class assignment, and have created it in the Assignments area, you
simply need to find the column and click on the dash in that student’s row.

You can also insert zeros here as well. Canvas totals will reflect only what the student
has earned out of the total of the assignments they have completed. That means if
Test Student above did Exam 1 and Exam 2 but not Exam 3, even though they should
have, their grade would be calculated out of 200 points. Once the zero is plugged into
that column for them, then their grade will be calculated out of 300.

@ If you would like to have Canvas autofill zeros into
— the columns, you can do so by clicking the gear in
Outof 100 the top corner of the Gradebook.

LatePolicies | Grade Posing Plicy Under the Late Policies tab, you can check the
i T —— box for Automatically apply grade to missing
submissions and add a zero.
Grade percentage for missing submissions
i Note: “missing submissions™ only applies to
assignments that have past the Due Date you

(8 Bromatclly appiy decucton e submisions have set on an assignment. If you did not set a
Late submision deductionpercent  Latesubmisson deduction nterval Due Date, it will not recognize the assignment
1 % Day v as late and will not apply a zero.
Lowest possible grade percent
i % You can also apply deductions for late work

and Canvas will do the math for you. If you
grade Test Student as a 100 for the Exam, and
you have a 20% deduction policy in place,
Canvas will record an 80 in the Gradebook.
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Total
. Another tip for the Gradebook is to move the Total column to
Sort by

the front, next to students’ names. Simply scroll to the end of
Display as Points your gradebook columns until you see the Total column. Click

on the three dots and select Move to Front.

When the semester is over, your

Division may require you to turn in

gnancy| | In your Gradebook. You can do this
oud Mmport . L. .

easily by clicking on the Actions

ot 1@ link and choosing Export. A CSV

- file will download and can be

opened in Excel.

Gradebook ~ View v Actions v

Student Name

_ If you have any questions or concerns, please
OSU-OKC contact the Center for Teaching and
Learning Excellence at
v.14/3/2020 okc.ctle@okstate.edu. We are here for you.

Center for Teaching and
Learning Excellence
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