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End-of-term Canvas and Tech Checklist

Please review our tips for Canvas and other instructional technologies at the end of the semester.
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Canvas Gradebook Tips
· Consider using Message students who… to reach out to students who may need extra end-of-semester support. (i.e., reminders about free tutoring, free health and wellness services, and other course-specific support, like your office hours.)
· Check your Canvas Gradebook for accuracy:  
· [bookmark: _Int_0P2OgL29][bookmark: _Int_sm1Y0ReU]Consider Creating Grading Policies to automatically enter grades for missing work or apply/adjust a late submission policy (if applicable).  Otherwise, manually check your grades (below):
· [bookmark: _Int_ckixynDL][bookmark: _Int_knkirS9f]Check for any grade entries that show up as “-” (when a student did not submit). If you leave these cells as “-”, the missing assignments won't count towards a student’s total grade.  Enter a score (“0” or other value) or “ex” to excuse a student.  
· [bookmark: _Int_1gOapEiT]Check no grade columns show as hidden (crossed out eye). This can happen if you muted an assignment while grading and forgot to post.
· If desired, learn how to give extra credit in the Canvas Gradebook.
· For more support, check out the Canvas Instructor Guide: Grades.
Enter Final Grades on MyPortal
· [bookmark: _Int_VOa46OxC]While Canvas provides a great way for you to provide students with ongoing feedback and grade updates, you must enter final grades in MyPortal. View steps at Faculty Grade Entry.

[bookmark: _Download_Important_Records]Download Important Records
On Canvas
Download back-up copies of your Gradebooks and Canvas courses. (Back-ups can be critical; you may wish to create back-ups regularly throughout the term, as well as at the end of each term.)
· Download an export of your gradebook in a secure place as it contains protected student records. 
· [bookmark: _Int_1598UhwJ]Download a copy of your course content.  (Note: you’ll get an error message if you try to open this file. But don’t worry!  If/when you import this into Canvas - at LPC or another college, Canvas will read the file type.)
On Zoom
· Download any Zoom cloud recordings/transcripts you wish to retain ahead of each scheduled deletion date. Tips are provided in Zoom Storage Guidance.

[bookmark: _Understand_Canvas_Access]Understand Canvas Access at the End-of-Term
By default, students transition to read-only access after the term ends. If you need to completely limit student access to your Canvas shell, see the Canvas Guide: How do I restrict student access to a course before or after the course dates?
Courses remain on instructor Canvas Dashboards until the end of the grading period, at which point courses are archived to your past enrollments in a read-only state.  
To view a past course after the grading period ends, click “Courses” from the global navigation menu in Canvas; click “All Courses;” scroll down to “Past Enrollments.” 
If you need help extending Canvas access for a student with an Incomplete, please reach out to Kat King (kmking@laspositascollege.edu) and/or Wanda Butterly (wbutterly@laspositascollege). Please include a copy of the Incomplete form sent to A+R.

[bookmark: _Check_for_Updates]Check for Updates
The end-of-term is a good time to check for updates for your most used technologies:
· Check your device meets Canvas minimum browser and computer requirements.
· If you use the Canvas Teacher app, update to the latest version (Google Play or Apple App Store)
· Check the Canvas Release Notes about upcoming improvements and new features. 
· Check that you are running the latest version of Zoom.
· Check for updates on Chrome, Firefox, Safari, or your other preferred browser.

[bookmark: _Preparing_for_Next][bookmark: _Prepare_for_Next]Prepare for Next Term
· When ready, review the Beginning-of-term Checklist to help you prepare your new courses ahead of each term.
· Submit your textbook/material adoptions through Follett Discover using any Canvas shell.  See the Guide to Follett Discover for Faculty for more.

[bookmark: _Get_Additional_Support]Get Additional Support
· Sign up for upcoming workshops
· Email the Teaching and Learning Center team:
· Wanda Butterly, Instructional Technology Specialist: wbutterly@laspositascollege.edu
· Kat King, Instructional Technology Coordinator: kmking@laspositascollege.edu 
· Access 24-7 Chat support and Canvas Guides:
· Click Help from the global navigation menu in Canvas.
· Click Contact Support – LPC (Faculty).
· Search the FAQs or click the Contact Support button in the upper right.
· Choose Chat for real-time support or Email to submit a ticket for non-urgent concerns.
· Drop by the Teaching and Learning Center (2410)
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