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End of Quarter Procedure for Canvas Course Management 

 
Concluding Courses in Canvas – In response to faculty requests, we have updated the 
course concluding procedure. The new procedure will keep Canvas courses active for one 
additional term (for faculty only). For example, the current Spring courses will be available 
until the end of Summer 2016.   
 
As a result, the courses menu will contain all active courses (e.g., Spring and Summer). 
To customize the courses menu, follow this guide: 
https://community.canvaslms.com/docs/DOC-1288 
 
What is a concluded course? Concluded courses are basically an archive of course 
content and student work.  Each course will remain on the server for 2 years.  Faculty can 
import content from a concluded course and can access content in a read-only format.  
Students can access course content in a read-only format (excluding tests/quizzes). If you 
need to access course submissions after the course has concluded, submit this form and 
it will be re-opened: http://www.cwu.edu/online-learning/access-concluded-course 
 
When do courses conclude? 

• STUDENTS - Courses conclude for students at 11:59pm on the day grades are 
due (the Tuesday after finals week). Students can access content from a concluded 
course in a read-only format. Tests/quizzes or anything that is locked using the 
availability feature remains inaccessible. Instructors can now restrict student 
access to course content after the course term has ended if preferred: 
https://community.canvaslms.com/docs/DOC-1931 

 
• FACULTY --� Courses conclude for faculty at the end of the following term.  All 

active courses will be visible in the Courses pop-up window. To customize the 
Courses pop-up window follow this guide: 
https://community.canvaslms.com/docs/DOC-1288 

 
What if I want to keep my course active after the term is over? Before the term is 
over, faculty can override the auto-conclude function using the term dates within the 
course settings. Overriding the conclude function will keep the course in an active state for 
all enrollments. Here is the guide on how to override term dates: 
https://community.canvaslms.com/docs/DOC-2910 
 
What do I do if I have a student with an incomplete?  If you have a student taking an 
incomplete, you will need to keep your student active in the course after the term 
concludes. Here is the guide on how to set up a new section that allows the student to 
continue working on completing the course assignments: Set Up Canvas For A Student 
With An Incomplete 
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Final Grading 
STEP 1: Finalize and Download Your Grades 
Make sure all graded assignments have a graded value. Instructors need to manually 
enter a zero for any missing submissions/assignments for the final grade to be accurate. 
Instructors using the Grades in Canvas should download and save a copy of the scores in 
the gradebook as a .csv file. This file will open in Excel or in another spreadsheet 
program. Here is the guide: https://community.canvaslms.com/docs/DOC-2849 
 
STEP 2: Post Grades to MYCWU 
Official grades need to be posted to MyCWU.  Canvas is not the official repository for 
grades.  To post grades in MyCWU login to https://my.cwu.edu . Navigate to Faculty 
Toolbox/ Faculty Center/ Grade Roster.  For assistance with entering grades please 
contact the Registrar’s office 509-963-3001. 
 
Note: It is CWU policy that course gradebooks should be kept for two years. Canvas 
courses will remain on the system for 2 years.  The concluded courses are an archive of 
all student submissions and course content.  If you need to access submissions from a 
course that has concluded to contest a grade please complete this form and it will be re-
opened: http://www.cwu.edu/online-learning/access-concluded-course 
 
If you want to keep copies of assignments submissions on your computer you can bulk 
download submissions by assignment.  Here is the guide: 
https://community.canvaslms.com/docs/DOC-2847 
 
Get Ready for the New Term: Summer Quarter Begins June 20, 2016 
The new quarter courses with their student enrollments are imported into Canvas typically 
4 weeks before the beginning of the new term. Courses for Summer quarter will be 
available on May 27. You will receive the Start of the Quarter procedures after the courses 
for the new term are available. 
 
New Canvas Interface enabled for Summer: 
Beginning Summer quarter, faculty and students using Canvas will see a new navigation 
interface. The new Canvas interface moves the global navigation menu from the top to the 
left side to be more responsive to different size screens and offers a new customizable 
course dashboard consistent with the Canvas app used on mobile devices. The new user 
interface will not affect any Canvas functionality. You can preview the new interface by 
logging into our Canvas test site (https://cwu.test.instructure.com) with your CWU 
username and password. You can also watch a recorded overview of the new interface 
layout at https://www.youtube.com/watch?v=Z6OTSRZj_BY 
 

  
 
 

If you have any questions, contact Joy Bensiger (Joy.Bensiger@cwu.edu or x2039) 
For Premium 24/7 Canvas Faculty Support call: 1-877-399-8897  


