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Uploading Grades to a Grade Item in Canvas 
 

General Information 
You can upload grades to the Canvas gradebook using a CSV file. You should create an “On Paper” assignment first in the 

Assignments area of your course. This action will add the assignment to your grade book. 

 

Creating a CSV File 
The file must conform to Canvas specifications for upload. To ensure an accurate file, you may wish to export a file first 

from Canvas. 

1. In your course in Canvas, go to Grades. 

2. In the Actions menu, click Export. 

3. Save the file when prompted. 

 

Opening the CSV File for Editing 
1. Open the file in Excel, but see the note below first. 

NOTE: If any of your students have leading zeros in their ID numbers, follow the instructions directly below to 

preserve those zeros: otherwise, go to “Editing the CSV File.” 

a. Open Excel as if starting a new, blank spreadsheet. 

b. In the Get and Transform Data group in the Data tab, click choose From Text/CSV. 

 

c. Select the file you exported from Canvas and click Import. 

d. When a window opens displaying data options, click Transform Data. 
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e. In the window that opens, right click on the SIS User ID column header and select Change Type and then 

choose Text. When prompted, choose Replace current to preserve the leading zeros in the ID numbers. 

 

f. At the top left of the window, click Close and Load. 

 

The file you exported will look like the image below: 

Names 

blocked out 

to protect 

information
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Editing the CSV File 
1. Remove all the columns to the right of the Section column except for the assignment for which you wish to 

enter grades. Notice that by exporting this file from Canvas, the Assignment ID is included for you in 

parentheses. (See image below.) Your headers should now look like this.  

 

2. In the assignment column, enter the grade for each student. 

3. In the File tab in Excel, select Save As and choose the location where you want to save the file. 

4. For Save as type, choose CSV (Comma delimited) (*.csv). 

 

5. Click Save. 

6. If asked if you want to keep using this type of file, click Yes. 

7. Close Excel. If asked if you want to save your changes, click Don’t Save. (You’ve already saved them.) 

Importing the File into the Canvas Gradebook 
1. In the Actions menu in the Canvas gradebook, click Import. 

2. Click Choose File, select the CSV file you just created and click Open. 

3. Click Upload Data. 

4. Once the page processes you will be shown the students names and the 

grades. If everything looks correct, click Save Changes. 
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5. Read the following alert and then click OK. 

 

 

Your grades are posted! 

 

 

 

 


