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Canvas - How to Add Manual Columns – Handout 
 

How to Add Manual Columns: 
Add items (i.e. will be termed 
Assignments) as columns that 
will then show under Grades: 
 
Go to the Assignments Menu 
(Index) link on Course Menu. 
 
Option 1: 

1. Click on Assignment 
button. 

2. Add name for column 
and points. 

3. Select Assignment 
Group (under settings) 
or create group. 

4. Save and Publish. 
 
Option 2: 

1. Click on existing group 
(+ plus sign). 

2. Add name, date, 
points. 

3. Save and Publish. 
 
 

 

 

 
 

 

 
 

 
Once you have added item to 
the assignment index - go to 
Grades link on Course 
Menu.  Add Grades in 
columns. 
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