
 
Canvas Tips for Faculty 
Gradebook 
 

  

The use of Canvas’ Speed Grader for entering grades has been discussed. You can use the Grades screen to view 
grades, to manually enter grades, or to view automatically generated grades from quizzes. 

 

To access the Canvas 
Gradebook, click Grades 
in the left hand 
navigation. 



  Here are four quizzes in a row. 
These grades were generated 
automatically.  

 

 

 

 

 

 

  

 

 

You can manually enter 
grades as well. A dash 
in a cell indicates that 
an item is not graded. 
Click on the cell and 
enter a value. Pressing 
Enter on your keyboard 
or clicking outside of 
the cell saves the 
grade, there is no Save 
button. 

 

Notice that some of the 
entries are highlighted in 
pink. This indicates that 
the item was completed, 
but was submitted late. 

 



  
You can also change existing 
grades by clicking in the 
appropriate field(cell). 

This applies to grades 
entered manually or 
automatically. 

On the right hand side of the 
screen, you will see the totals. 
In this example, there were 
four Assignment Groups. We 
can see the value of each 
Assignment Group, each 
student’s average for the 
Assignment Group, and each 
student’s Total average.  

 



 

 

  

Canvas also provides the option to treat ungraded assignments as zero, or leaving them and not factoring them into the 
final grade. 

Click on the gear icon at the 
upper right of the screen.  
Notice “Treat Ungraded as 
0”. By default this option is 
unchecked, so items not 
completed are not factored 
into the student’s final 
grade. 

 

With “Treat Ungraded as 
0” checked, some of the 
averages change. 

Canvas gives you 
the ability to 
export your grades 
to a worksheet 
that can be 
opened in Excel. 

Click the button 
labeled “Export” in 
the upper right of 
the window. A 
dialog box opens 
allowing you to save 
the file, or open it in 
Excel or another 
application that can 
read .csv files. 



 

 

 

You will have to resize the columns in order to properly read the header names. It is a good practice to save a 
copy of your grades at the end of each term. 


	Gradebook

