
 

 
 

Setting up a Final Letter Column in Canvas 
 

Instructors frequently ask about displaying the course final grade in Canvas. 
Instructions are below, but please be aware of the following factors before 
displaying final grades in Canvas: 

 Letter grades are not included in Canvas gradebook downloads to Excel (only 
point values are downloaded). This means . . . 

 . . .  you will still have manually create the final letter grade column within 
the downloaded gradebook, in order to upload to Banner (More details on 
uploading final grades).  

 Allowing students to see their final letter grade within Canvas removes the 
incentive to fill out the Student Evaluations of Teaching.  

 

To create a final letter assignment and grade column in Canvas 

1. Navigate to “Assignments” From the left side course menu  

2.  Click on the black “+ Assignment” button 

3. Name the Assignment “Final Letter 
Grade” 

4. For “Points”, enter “0”, so it does not affect your course point total 

5. For “Assignment Group”, select, “[New Group]” and title it, “Final Letter 
Grade”  

 

http://learn.oregonstate.edu/canvas/uploading-final-canvas-grades
http://learn.oregonstate.edu/canvas/uploading-final-canvas-grades


6. For “Display Grade as”, select “Letter Grade” 

7. For “Submission Type” select “No Submission” 

The assignment settings should look like this:  

 

 

 

 

 

 

 

8. Click “Save & Publish”     

9. Navigate to Assignments again from the left side course menu 

10.  Click the gear icon next to the Final Letter Grade assignment group and 
select, “Move to” 

a. From the drop down, select “—At the bottom –“ 

 

11.  Navigate to Grades from the left side course menu 

12.  Ensure all zeros have been entered into the Gradebook (Note: the Treat 
Ungraded as Zero feature is only visible to the instructor. For students to see 
a true representation of their grade, all scores will have to be entered into 
the gradebook.) 



13. Type in the letter grade for each student.  

  If you have a large-enrollment course and don’t want to manually 
enter the grades in Canvas, you can upload final letter grades from an 
Excel .csv file. Be sure you have already created and published the 
Final Grade assignment ( as in Step 8, above) before proceeding: 

(a) Export the Canvas gradebook and save the .csv file on your 
computer; 

(b) Enter final grade values in the .csv file; 

(c) Import the .csv file to Canvas 

 

 
 
 
Ecampus Canvas Training 9/28/2016 

Canvas offers 24/7 support via phone or chat. Click the Help button in the 
lower left corner of the Canvas menu to select options.  

https://community.canvaslms.com/docs/DOC-2849
https://community.canvaslms.com/docs/DOC-2850

