
How do I use the Course Setup Checklist?  

The first few times you create a new course in Canvas, it's a challenge to remember all of the 

steps required. The Course Setup Checklist exists to help you remember to cover all your bases 

before the course goes live. 

Note: If your course does not include a Setup Checklist, your institution has enabled the Canvas 

course setup tutorial instead, which displays in the Course Home Page and each index page in 

Course Navigation. 

Open Course Setup Checklist 

 

In the Course Home Page, click the Course Setup Checklist button. 

View Course Setup Checklist 
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The Course Setup Checklist will help you create a new course in Canvas. Open the checklist by 

clicking the Course Setup Checklist button. The checklist reminds you to: 

• Import content using the Course Import Tool 

• Add assignments or assignment shells on the Assignments page 

• Add users, such as students and TAs, to the course via the People page 

• Select the links you wish to display in the Course Navigation under the Navigation tab in 

Settings 

• Choose a layout for your Course Home Page 

• Add events and Assignments to your course Calendar 

• Publish the course, which will automatically send invitation emails to any students you 

have already added to the course (you may not have permission to complete this step; 

your institution may publish your course for you) 

  

Note: Once your course contains a graded submission, you cannot unpublish your course. 

How do I publish a course?  

If you have permission to publish your course, you can publish your course in the Course Home 

Page sidebar, the Course Setup Checklist, or on the Dashboard. 

Notes: 

• You must publish a course before students can access it and its contents. Students cannot see 
unpublished courses and content. 
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• Publishing a course is a course permission. If you cannot publish your course, your institution 
has restricted this feature. 

• Publishing your course will send invitations to any users who were manually added to your 
course. Users added via SIS import will not receive an invitation.  

• Course invitations will not be sent until after the course start date. (The start date is commonly 
the term date, unless the term is being overridden by a specific course or section date in Course 
Settings.) 

• If you are using a Free-for-Teacher account, you cannot publish a course until you have verified 
your email address. 

Publish in Dashboard 

 

Locate the Unpublished Courses section in the Dashboard [1]. 

Find the course you want to publish and click the Publish button [2]. 

Publish in Course 
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Open Course 

 

In Global Navigation, click the Courses link [1]. Your courses will be organized by published 

courses [2] and unpublished courses [3]. To open an unpublished course, click the name of the 

course [4]. 



Publish Course 

 

In the Sidebar, click the Publish button. 

Note: On smaller screens, the Sidebar displays beneath Course Home Page content. 

View Confirmation 

 

A message will appear at the top of your screen confirming the publishing of your course. 



Unpublish Course 

 

If you need to unpublish your course, click the Unpublish button in the sidebar. Students who 

already received course invitations will not be able to access your course. 

Once your course contains a graded submission, the course status will no longer display in the 

sidebar and you will no longer be able to unpublish your course.  

How do I use Files as an instructor?  

As an instructor, Files allows you to store files and assignments within Canvas. You can upload 

one or multiple files, view all details about your files, preview files, publish and unpublish files, 

set usage rights, and restrict access to files. Files is built with responsive design to adjust for 

browser scaling. The folder navigation window, file displays, and even file names adjust to the 

width of the browser window.  

View a video about files. 

You have access to files (documents, images, media, etc.) in three different feature areas: 

• User files, located in your user profile 
• Course files, located in each course where you are enrolled 
• Group files, located in each group where you are a member 

View Files 

https://vimeo.com/74772644
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-view-my-user-files-as-an-instructor/ta-p/718
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https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-view-group-files-as-an-instructor/ta-p/716


 

The basic functionality within Files is the same within each files location, but some features may 

differ according to feature area. 

The left panel [1] shows all folders for quick navigation. Some folders may be housed within 

other folders. Click the arrows next to the folder name to expand all folders.  

Click the name of a folder. All contents within the folder you are viewing display in the right 

panel [2]. You can also click folder names in the right panel to view folder content. 

Navigate File Headings 

 

https://media.screensteps.com/image_assets/assets/002/441/067/original/42e76b88-d7dd-4381-84f1-323e9fb8cf63.png
https://media.screensteps.com/image_assets/assets/002/441/063/original/58d9dbb8-3b58-41e0-be4e-2e479caabf8c.png


For each file, you can view the name of the file [1], the date the file was created [2], the date the 

file was modified [3] and the name of the person who modified the file (if modified by another 

user) [4], and the size of the file [5].  

Courses and groups may display a column for usage rights. If enabled, the column displays the 

user right (copyright) for the file [6].  

You can also view the published status [7] for all files.  

Files are sorted alphabetically. To sort files, click the name of any column heading. 

Manage Files 

 

Depending on the file area, files may contain several options to manage files: 

Search for files [1]. Files is fully searchable by file name. 

Add a folder [2]. Add a new folder to Files to store files. Folders can also house other folders. 

Upload a file [3]. Upload a file to Files. 

For courses and groups using usage rights, set the user right (copyright) for a file [4]. You must 

set a user right for a file before it can be published. Files that do not contain a usage right display 

as a warning icon. 

Change the state of the file [5]. Files can be published, unpublished, or include a restricted 

status. 
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Manage Selected Files 

 

To select a file, click the name of the file. You can also select multiple files at the same time by 

holding the command (MAC) or control (PC) key.  

When a file is selected, Files displays the file toolbar at the top of the window. Depending on the 

files area, the toolbar may contain several options to manage the selected file(s): 

• Preview the file [1] 
• Manage file to restrict access [2] 
• Download the file [3] (when selecting more than one file, option appears to download as a zip 

file) 
• Move the file [4] 
• Manage Usage Rights for the file [5] 
• Delete the file [6] 

 You can also manage some or all options for a selected file within the file's Options menu [7]. 

View Blueprint Course 
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If your course includes Blueprint icons, your course is associated with a blueprint course. 

Blueprint Courses are courses managed as a template and may contain locked objects managed 

by a Canvas admin, course designer, or other instructor.  

The Course Details tab in Course Settings will tell you if your course is a blueprint course. Most 

commonly, your course will not be a blueprint course and you can only manage unlocked content 

in your course. If your course is a blueprint course, you can lock and sync course content to 

associated courses.  

How do I use the Gradebook?  

The Gradebook helps instructors easily view and enter grades for students. Depending on the 

Grade display type, grades for each assignment can be viewed as points, percentage, complete or 

incomplete, GPA scale, or letter grade. 

Only graded assignments, graded discussions, graded quizzes, and graded surveys that have been 

published display in the Gradebook. Not Graded assignments are not included. 

The default view in the Gradebook is to view all students at a time, but you can also view 

students individually in the Gradebook Individual View. However, Individual View currently 

does not support all settings and options from the Gradebook. 

The following keyboard shortcuts are supported in the Gradebook: 

• S: Sort the grid on the currently selected column. Student name and Notes columns sort 
alphabetically. Other columns sort by grade (low to high). 

• M: Open the menu for the currently selected column. 
• Esc: Close the menu for the currently selected column. 
• G: Open the Assignment Detail page for the currently selected assignment. 
• C: Open the Grade Detail tray for the currently selected assignment. 

Learn more about the Gradebook. 

Note: If your course includes multiple graders, please note that once you open the Gradebook, 

all existing Gradebook data is stored in the browser until the page is refreshed. Grades are not 

dynamically updated with any changes made by other graders in the Gradebook or in 

SpeedGrader. 

Open Grades 

https://community.canvaslms.com/t5/Canvas-Basics-Guide/What-are-Grades-and-the-Gradebook/ta-p/49


 

In Course Navigation, click the Grades link. 

View Gradebook 

 

The top of the Gradebook includes global sorting options and settings you can use to organize 

your gradebook [1], which will populate the selected student data [2] and assignment data [3].  

The Gradebook supports keyboard shortcuts. To view the Keyboard Shortcuts menu, click on the 

Keyboard icon [4] or press the Shift+Question Mark keys simultaneously.  

View Gradebook Menu 
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The main Gradebook allows you to see all students, assignments, and grades. In the Gradebook 

menu, you also switch between several options as available: 

Learning Mastery [1] displays the Learning Mastery Gradebook, which assesses outcome 

standards being used in Canvas courses. This gradebook is a course-level feature option. 

Individual View [2] allows you to assess one student and one assignment at a time and is fully 

accessible for screen readers. Individual View currently does not support settings and options 

from the Gradebook.  

Gradebook History [3] displays the Gradebook History page, which logs recent grade changes 

in the course according to student, grader, assignment, and date. 

You can switch between gradebooks at any time. 

View Gradebook Viewing Options 

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-use-the-Learning-Mastery-Gradebook-to-view-outcome/ta-p/774
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-view-the-history-of-all-grading-changes-in-the/ta-p/783


 

The View menu allows you to filter and sort the Gradebook according to several viewing 

options: 

• Arrange By [1]: arrange columns by default, assignment name, due date, points, or module 
• Filters [2]: filter columns by type (assignment group, section, modules, student groups, and 

grading period, if applicable) 
• Statuses [3]: view and change the color for a grading status (late, missing, resubmitted, 

dropped, and excused) 
• View Ungraded as Zero [4]: temporarily change the Gradebook view so that grades display as if 

all ungraded assignments were given a score of zero. This setting is a visual change only and 
does not affect grades for students or other users of the Gradebook. 

• Columns [5]: show or hide the notes column and the unpublished assignments column  

Note: If the View Ungraded as 0 option does not display in your Gradebook, this option has not 

been enabled by your institution. 

View Actions Menu 
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The Actions menu allows you to sync grades to your institution's student information system 

(SIS), if applicable [1].  

To bulk manage student grades in the Gradebook, you can also import grades [2] and export 

grades [3].  

Note: Currently the Gradebook Export CSV file data includes all Gradebook data regardless of 

filtered or sorting options. 

  

Search Students 

 

By default, your course shows all active students. In the Search field, you can search for an 

individual student by name or by SIS ID.  

View Gradebook Settings 

 

The Gradebook Settings allow you to apply Late Policies or a Final Grade Override in your 

course. 
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View Late Policies 

 

The Late Policies tab allows you to apply late policies in your course. 

The Missing Submission policy allows you to automatically apply a grade for submissions 

labeled as Missing [1]. A submission is labeled Missing when the due date has passed and the 

assignment has not been submitted. 

The Late Submission policy allows you to automatically apply a defined penalty to submissions 

with a status of Late [2]. A submission is labeled Late when it is submitted past the due date. 

Additionally, you can define a threshold under which a student will not be scored, regardless of 

how late the submission is when submitted.  

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-apply-a-Missing-Submission-policy-in-the-Gradebook/ta-p/963
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View Grade Posting Policy 

 

The Grade Posting Policy tab allows you to change grade posting policies for your course. 

To automatically post grades and make them visible to students as soon as they are entered, 

select the Automatically Post Grades option [1]. The posting policy is set to Automatically Post 

Grades by default. 

To hide grades by default and manually choose when to post grades and make them visible to 

students, select the Manually Post Grades option [2]. 

Note: Grades for anonymous or moderated assignments must be manually posted. Moderated 

assignments grades cannot be unhidden until final grades have been posted. 

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-select-a-grade-posting-policy-for-a-course-in-the/ta-p/588
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View Advanced Settings 

 

The Advanced tab allows you to apply a Final Grade Override in your course [1]. If enabled, you 

can enter an override grade for a student that is different from the grade automatically calculated 

by Canvas [2]. 

View Student Name Column 
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The Student Name column displays each student's name and may also include a student's 

secondary ID, if enabled. You can hover over the column header and view the Student Name 

menu [1], which allows the following options:  

• Sort and display student data 
• Show inactive and concluded enrollments 

To view a student's Grades page, click the student's name [2]. 

View Test Student 

 

If you have enabled Student View in Course Settings, the Test Student is shown at the end of the 

Gradebook and is automatically added to every section in your course. Test Student data does not 

factor into course analytics.  

If you want to remove the test student completely, you must remove the test student from your 

section enrollments in Course Settings. 

View Assignment Column 
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Each column in the Gradebook represents a published assignment in the Assignments page. Each 

column displays the assignment title, total points, and each student's grade.  

To view the assignment, click the name of the assignment [1]. 

For each assignment, you can hover over the column header and view the Assignment menu [2], 

which allows the following options: 

• Sort assignments by grade or status (missing or late) 
• Message students who fit within specific assignment criteria 
• Curve grades  
• Set default grade 
• Hide or post grades for the assignment 
• Enter grades as a specific value: point, percentage, or grading scheme (this option is only for 

grading convenience and does not affect the actual grade; not available for 
complete/incomplete assignment types) 

• Download submissions and re-upload submissions (supported in file uploads only) 

Icons and colors represent assignments and submission statuses within Canvas, including 

differentiated assignments, grading periods, and MasteryPaths. 

Add Columns 

Assignment columns are automatically added every time you create and publish assignments, 

graded discussions, and graded quizzes and surveys. A column is also automatically added for 

the Attendance tool.  

You can manually add a column as part of importing grades to the Gradebook. However, 

assignments imported in the CSV file are automatically published. 
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You can also create non-submission or on-paper assignments to add to the Gradebook for manual 

grading. 

Enter Grades 

 

When entering grades, the Gradebook displays crosshairs and highlighting across the row and 

column for improved orientation. 

To enter grades, type the grade as supported by assignment type directly in the Gradebook cell 

[1]. 

You can also enter grades and change the submission status by clicking the Grade Detail Tray 

icon [2]. 
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View Grade Detail Tray 

 

The Grade Detail Tray allows you to enter or edit grades [1], change the status of a submission 

[2], and leave comments for the student [3]. 

View Assignment Groups and Total Column 

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-change-the-status-of-a-submission-in-the-Gradebook/ta-p/678
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The assignment groups shown in the Gradebook match the assignment groups created in the 

Assignments page [1].  

If your assignment groups are weighted, the weighted grade displays below the group title [2]. 

Assignment group weights are reflected in the total grade. The assignment grade earned by the 

students is multiplied by the assignment group weight. 

Grade totals from assignment groups are calculated in the Total column of the Gradebook [3]. 

You can hover over the column header to view the Total column menu [4], which allows you to 

sort by grade and move the total column to the front of the Gradebook. Additionally, if your 

assignment groups are not weighted, you can view the totals as a point value instead of a 

percentage. 

How do I add a module?  

Modules are used to organize course content by weeks, units, or whatever organizational 

structure works for your course. With modules, you are essentially creating a one-directional 

linear flow of what you would like your students to do. Once you create modules, you can add 

content items, set prerequisites, and add requirements. 

Learn more about Modules. 

Note: If the Course Home Page is set to modules, modules can be added and managed directly 

from the Course Home Page. 

Open Modules 

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-use-the-Total-column-in-the-Gradebook/ta-p/788
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In Course Navigation, click the Modules link. 

Add Module 

 

Click the Add a Module button. 

Add Module Name 

 



Type a name in the Module Name field. 

Lock Module Date 

 

If you want to restrict the module until a specific date, you can lock the module. 

Add Module Prerequisites 

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-lock-a-module/ta-p/1124


 

If you have added at least one module to your course, you can require a prerequisite module. A 

prerequisite module means students must complete the added modules before they can view the 

new module. 

Add Module 

 

Click the Add Module button. 

View Module 
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View your created module. 

To add items to your module, click the Add icon [1] or drag and drop to add files to an empty 

module [2]. 

How do I publish or unpublish a quiz as an instructor?  

As an instructor, you can publish or unpublish quizzes in a course. Unpublished content is 

invisible to students, and graded quizzes are excluded from grade calculations.  

Note: If you use Modules in your course and add a Quiz to a Module, please be aware that the 

state of the Module overrides the state of all module items. You may want to consider leaving 

Quizzes unpublished until you are ready to publish the entire Module. For more information 

please see the Modules Draft State lesson. 

Open Quizzes 
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In Course Navigation, click the Quizzes link. 

View Status of All Quizzes 

 

On the Quizzes Index page, you can view the status of each quiz. Green icons indicate the quiz is 

published [1]. Gray icons indicate unpublished quizzes [2]. You can change the status of a Quiz 

by toggling the published and unpublished icons. 

Publish a Quiz 

 

To publish a quiz, click the unpublished icon. The hover text will confirm you want to publish 

the quiz. 

Unpublish a Quiz 

 

To unpublish a quiz, hover over the published icon and view its status. If the quiz can be 

unpublished, the hover text will confirm you want to unpublish the quiz [1]. Click the icon to 

confirm. 



Quizzes with student submissions cannot be unpublished, and the hover text will notify you 

accordingly [2]. 

View Status within an Individual Quiz 

 

Within individual quizzes, the quiz status is shown next to the quiz options. 

Publish a Quiz 

 

To publish a quiz, click the Publish button. The button will change from gray to green.   

Unpublish a Quiz 

 



To unpublish a quiz, hover over the published button and view its status. If the quiz can be 

unpublished, the hover text will confirm you want to unpublish the quiz, and the button will 

change from gray to red. Click the button to confirm.  

Quizzes with student submissions cannot be unpublished.  

Quizzes Student View 

 

Students cannot see any of the actions involved with published status, such as published and 

unpublished icons and setting icons. Students will only see published quizzes, which are posted 

in gray text. 

How do I manage rubrics in a course?  

As an instructor, you can create, edit, and delete rubrics in your course. Rubrics are used as 

grading criteria for students and can be added to assignments, quizzes, and graded discussions.  

Learn more about rubrics. 

Notes: 

• Rubrics cannot be edited once they have been added to more than one assignment.  

https://community.canvaslms.com/t5/Canvas-Basics-Guide/What-are-Rubrics/ta-p/35


• When you delete a rubric, Canvas will remove the rubric from all associated assignments in the 
course and remove any existing scores and assessments given using the rubric. 

Open Rubrics 

 

In Course Navigation, click the Rubrics link. 

View Rubrics 

 

In the Manage Rubrics page, you can view all existing rubrics in your course.  

Add Rubric 



 

To add a rubric, click the Add Rubric button.  

View Rubric 

 

To view an individual rubric, click the name of the rubric. 

Edit Rubric 

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-add-a-rubric-in-a-course/ta-p/842


 

To edit the rubric, click the Edit Rubric button. 

View Uneditable Rubric 

 

If a rubric has been used in more than one assignment, the Edit Rubric button is not available.  

However, you can create a copy of a rubric and make any changes when adding a rubric to an 

assignment.  
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Edit Rubric Details 

 

To rename a rubric, type in the Title field [1].  

To edit a rubric criterion description or long description, click the criterion Edit icon [2]. You 

can also edit criterion ratings [3], add ratings [4], and edit points [5].  

To delete a criterion from the rubric, click the criterion Delete icon [6].  

You can also add new criterion [7] and outcomes [8].  

To save your edits, click the Update Rubric button [9] 

To remove associated outcome criteria from a rubric, click the Delete icon [10]. Outcome criteria 

can only be edited from the Outcomes page.  

Delete Rubric 
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If you created a rubric in your course, you can delete the rubric. To delete a rubric, click the 

Delete Rubric button. 

Rubrics can be deleted even if they have been used in more than one assignment.  

Note: If you cannot delete a rubric, the rubric was created at the account level and aligned with 

an assignment in your course.  

 

Click the OK button. 

When you delete a rubric, Canvas will remove the rubric from all associated assignments in the 

course and remove any existing scores and assessments given using the rubric. 

How do I use course settings?  

The Settings navigation link is where you can easily update and see the different users and 

sections, and you can also modify the navigation of your course. Depending on your 

permissions, you can edit differing levels of the course settings. 
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Open Settings 

 

The settings portion of your course is only available to instructors.  

In Course Navigation, click the Settings link. 

View Course Details 



 



In the Course Details tab, you can view the details of your course including its name, what your 

quota is, and what license that you’ve attached to this content inside of your course. You can also 

view the course status. If the course cannot be unpublished, the hover text will notify you 

accordingly.  

View Sections 

 

In the Sections tab, you can add a section to your course and manage student section enrollments. 

View Navigation 
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In the Navigation tab, you can modify the Content Navigation links listed in your course. You 

can drag and drop to reorder and hide course navigation links.  

Any configured course navigation External Apps (LTI Tools) that appear in Course Navigation 

also appear here as well. 

View Apps 

 

If your institution has enabled the Canvas App Center, in the Apps tab you can view all available 

external learning tools in Canvas. However, you can also configure apps manually. 

View Feature Options 
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In the Feature Options tab, you can enable and disable Canvas features within your course as 

made available by your account admin.  

How do I use SpeedGrader?  

SpeedGrader makes it easy to evaluate individual student assignments and group assignments 

quickly.  

SpeedGrader displays assignment submissions for active students in your course. However, 

SpeedGrader displays assignment submissions according to the current Gradebook settings for 

inactive enrollments and concluded enrollments. For instance, if the Gradebook settings show 

inactive enrollments, inactive student submissions also appear in SpeedGrader.  

You can access SpeedGrader through: Assignments, Quizzes, Graded Discussions, and the 

Gradebook.  

SpeedGrader Performance 

In SpeedGrader, all values for an assignment are loaded and saved in the browser, including 

student submission data, any grades (including original grades for resubmitted assignments), 

rubrics, and comments. This behavior reduces load time while using SpeedGrader, allowing 
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instructors to grade all submissions quickly without continually refreshing the browser. 

Advancing from one submission to the next does not dynamically load any updated content. 

In large courses, SpeedGrader loading times are affected by a threshold of data points that can be 

loaded within a 60-second window. This threshold is based on a single submission per student. 

Multiple submissions by the same student increases the submission threshold. Assignments with 

more than 1500 submissions may result in delayed SpeedGrader loading times, and assignments 

with more than 2500 submissions may fail to load at all. 

To improve SpeedGrader performance, large courses should be separated into sections, which 

allows SpeedGrader to display submissions for a specific section and decrease the overall 

loading time for an assignment's data. 

SpeedGrader Users 

SpeedGrader is generally designed for one instructor role to grade submissions at a time. 

Because of how SpeedGrader data is loaded and stored in the browser, multiple users should not 

grade assignments at the same time since each grader cannot view the most recent information 

for a submission. Updated grades also affect the Gradebook. 

If your course includes multiple graders, graders added to a course can be limited to only interact 

with users in a section and only grade submissions in the section where they were enrolled. This 

enrollment option prevents assignment grading overlap so multiple instructor roles cannot grade 

the same assignment. 

Moderated Grading 

If you are grading a moderated assignment and the maximum number of graders has been 

reached, SpeedGrader will be displayed in a read-only mode to hide all student names and 

submission details. 

Learn more about SpeedGrader. 

Note: Instructors cannot delete assignment submissions. If you need to delete an inappropriate 

assignment submission, contact your administrator. 

View SpeedGrader 
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SpeedGrader includes several areas to help you locate and view student submissions, grade 

submissions, and add comments to submissions. 

View SpeedGrader Menu Icons 

 

The SpeedGrader menu includes several tools and resources to assist with grading assignments.  

The left side of the menu includes general settings and options.  

To return to the Gradebook, click the Gradebook icon [1]. 

To post or hide the assignment, click the Visibility icon [2]. 

To view SpeedGrader settings, click the Settings icon [3]. SpeedGrader settings include:  
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• Options [4], which allows you to select student list sorting options and enable anonymous 
grading. 

• Keyboard Shortcuts [5], which opens a list of keyboard shortcuts for SpeedGrader. You can also 
press the Shift+Question Mark keys simultaneously. 

• Help [6], which opens the Canvas Help menu. The help menu icon matches the help icon set by a 
Canvas admin, so icons may vary across accounts. 

Note: When moderated grading is enabled for an assignment, final graders (moderators) will also 

view a Moderation Page button, which will allow them to view the Grade Summary Page for the 

moderated assignment. 

View Assignment Details 

 

The center of the menu bar includes assignment information and overall grading information. 

Assignment information includes the name of the assignment [1], assignment due date [2], and 

the name of the course [3].  

To view the assignment details, click the name of the assignment. The assignment details page 

also lets you download all student submissions for the assignment.   

To return to the Course Home Page, click the name of the course. 

Grading information includes assignment statistics, including the number of assignments that 

have been graded out of the total number of students in the course [4] and the average score and 

percentage [5]. You can use this information to keep track of your grading progress. 

View Student List 
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The right side of the menu bar includes the student list for the assignment. SpeedGrader opens 

the assignment for the first student listed in the student list, arranged alphabetically by last name. 

If you have activated student view, the Test Student will be shown at the end of the student list. 

The student list also displays the status of each student's submission. You can also use the 

student list to find student submissions. 

View Student Submission 

 

Once you have selected a student, the student's submission displays in the preview window. 
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Depending on the assignment and submission type, the SpeedGrader preview window may vary. 

For example, a website URL submission type will appear in the main body of SpeedGrader with 

the option to open the URL in a new tab. Some website URL submissions cannot be viewed in 

Canvas and must be viewed in a new tab. Media submissions may display as an embedded file in 

SpeedGrader or only display as a downloadable file. 

To provide comments on document submissions, you can: 

• Use Canvas DocViewer to mark up .pdf, .doc/.docx, and .ppt/.pptx assignments directly in 
SpeedGrader. SpeedGrader may take up to ten minutes after an assignment is submitted to 
display a document that supports DocViewer. 

• Download the submission, put feedback on the document, and re-upload the submission. 

View Uploading Submissions 

 

If a Google Drive or Microsoft Office 365 assignment upload is queued for submission, an 

Uploading image displays in place of the student submission [1]. An Uploading icon also 

displays next to the assignment link [2].  
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View Failed Submission Uploads 

 

When a Google Drive or Microsoft Office 365 assignment submission fails to upload, or when 

viewing an unsupported file type in SpeedGrader, an Upload Failed image displays [1]. Failed 

submission uploads display an Upload Failed icon next to the assignment link [2].  

View Enrollment Notice 

 

SpeedGrader displays assignment submissions according to the current Gradebook settings for 

inactive enrollments and concluded enrollments. If an assignment includes a submission from an 

inactive or concluded student, a notice appears at the top of the SpeedGrader window.  

For group assignments where students are graded as a group, the group displays as long as there 

is at least one active student in the group. If there are no active students in the group, the group 

displays if one group member aligns with the enrollment settings in the Gradebook. For group 

assignments where students are graded individually, individual student submissions display 

according to the enrollment settings in the Gradebook. 

Inactive student submissions can still be graded in SpeedGrader, but students do not receive any 

notifications about their assignment and cannot view course grades. 

Concluded student submissions are read-only; they cannot be graded or receive comments. 
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Note: If a student does not have a submission for the assignment, the student may have been 

deactivated or concluded before being able to submit the assignment. 

View Closed Grading Period 

 

If your course uses multiple grading periods, a notice appears at the top of the SpeedGrader 

window if an assignment is in a closed grading period. Assignments in a closed grading period 

cannot be edited. 

View Sidebar 
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The SpeedGrader sidebar provides all the submission details for the student shown in the student 

list. However, submission details are not shown when an assignment is graded anonymously. 

View the submission details [1], including as the date and time of the submission; if an 

assignment was resubmitted, you can view previous versions of the submission.  

You can also download the submission file by clicking the link [2]. 

Complete the assessment of the submission by entering a grade or using a rubric for grading, if 

available [3].  

Leave assignment feedback comments for the student in the comments section [4]. Assignment 

comments also display as a new thread in Conversations.  
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View Reassign Assignment 

 

In the SpeedGrader sidebar, you may see the Reassign Assignment button. To reassign the 

assignment to the student, add at least one comment to the student's submissions [1]. Then click 

the Reassign Assignment button [2]. Students will see a to do item in their list view dashboard to 

resubmit the assignment. 

Notes:  

• The Reassign Assignment button is not available for External Tools (LTI), on paper, and no 
submission assignments. 

• The Reassign Assignment button is only available for assignments with due dates. 
• If an instructor returns to SpeedGrader after navigating away from the page, the Reassign 

Assignment button shows that the assignment has been reassigned. 
• If the assignment's settings do not allow students to make an additional attempt, the Reassign 

Assignment shows that the assignment is not able to be reassigned. 

View Assignment for Next Student 

 

Once you grade the submission, the student's assignment indicator changes to a check mark, 

indicating the submission has been graded. 



You can view the next student's submission by clicking the arrow button next to the student list. 

View Group Assignments 

 

When evaluating group assignments, the student list displays the name of each group, unless the 

group assignment is graded individually. Evaluating group assignments is the same process as 

individual students. You can mark up documents directly or download them for feedback, enter 

grades and view the rubric, and post and view comments. Learn more about grading group 

assignments.  

View Anonymous Assignments 

 

If an assignment was set to be anonymous, the student list displays all student names as 

anonymous. The student list order does not match the order in the Gradebook and is randomized 

for each assignment. 

If an assignment is not anonymous, you can enable anonymous grading in SpeedGrader to hide 

student names at any time. 
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