Export/Import into Grades in Canvas
Anytime you have grades that need to be imported (maybe from textbook software), you can easily do
this in Canvas. The best way is to export the grades area in Canvas as a csv, make the changes and add
the grades, and then import the csv into the gradebook in Canvas.
Export:
Go to the Grades area of your canvas course. Choose Actions at the top left area of the page, and select
Export.

This will start a download after a moment, go to your downloads area and open the CSV file. You can see
the student name on the left, the name of the assignment at the top row, and how many points on the
3rd row:

From here you can add a column and input how many points the student gets. Right click on a column
and choose “Insert Column”. This will create a blank column where you can name the assignment, assign
the points possible, and manually enter the student’s points.

Save the CSV and close it.
Import:
Go to the Canvas Grades area, click Actions, and click Import.

This will get you to the upload screen where you click Choose File and select the CSV file you just saved.

Now it should show you the csv file name, click Upload Data

This will bring you to this page, making sure you see that an assignment was added. Click Choose
assignment. NOTE: If the CSV file has a lot of data (i.e. you have a large class size), then it will take a little
bit of time for this page to load and verify all the new assignments you added in the CSV.

If you are sure everything is correct, choose A new assignment

This will bring you to a page showing you the added column and grade change. Click Save changes.

A pop up will appear, click OK

The Grades page will reappear and your new column will have been added at the very far right of the
grades area and will be automatically hidden if your gradebook is set to manual.

Now you can click the three dots and choose to post the grade whenever you are ready.

