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Building a Rubric for Assessment Purposes in Canvas 
 
For Outcomes data to be collected in Canvas, the Rubrics feature must be used.  Keep in mind 
that rubrics cannot be fully built until the Outcomes (assessment rubric criteria) have been 
added to your course.   
 
Once the Outcomes have been added to your Canvas course, you can build one rubric that can 
be reused and shared with other courses, eliminating the need to rebuild the same rubric for 
different sections of the same course, for a different course, and even for the same course in a 
different semester. This is a nice feature of Canvas.  
 

First Step: 
The instructor must decide if they want to use the rubric for the students’ grade in the course, 
just for assessment, or both.  The benefit for choosing both is that grading the assignment for 
the course and assessment can done at the same time.  Faculty do not need to go to a 
separation program to do the assessment.  Additionally, as soon as they are done grading, the 
assessment data is immediately available.  However, some F2F faculty still prefer to hand grade 
assignments and give physical paper back to students.  If this is the case, they may only opt to 
do the assessment in Canvas.  When this occurs, you will only build an assessment rubric in 
Canvas. 
 

Building a Rubric for both the course grade and assessment purposes: 
Go to the course in Canvas.  Select Rubrics from the Course Navigation menu. 

 
   
 
 
 
Please note that you may need to scroll down to see the Rubrics option. 
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The Rubrics window will open: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Help window for Rubrics provides links to the Canvas Community/Canvas Guides that 
provide step-by-step instructions on how to build rubrics.  You’ll want to close the Help window 
to start building a Rubric.  This window can be turned off. 
 

Once you close the Help window, the   button is visible.  Click it to build a new 
Rubric.  When you do, Canvas will start a Rubric for you.  It will look like this: 
 

 
 
The title is highlighted.  In this box, type the name of the rubric.  Give it a name that is 
meaningful to you (i.e., Assessment Rubric, Research Paper Assessment Rubric, Final Project 

Help window 
for Rubrics. 

To close the 
Help window 

Links to the Canvas 
Community for help 
with building Rubrics 

Click on the pencil to 
edit the criterion name. 
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Assessment Rubric, etc.).  The title is seen only by people in the course.  It is not included in the 
Outcomes reports. 
 
To build a rubric for the course grade and assessment purposes, the top portion will be the 
instructor’s criteria for the course grade.  The bottom portion will include the Outcomes for 
assessment purposes. 
 
Each row of the Rubric is called a criterion.  Canvas provides a template to follow.  In the box 

under Criteria, click on    next to the .  This will allow you to edit the name of the criterion.   
 

 
 
Click Update Criterion when finished. 
 
For the example below, I used Research Paper Assessment Rubric for the title of the Rubric, and 
Thesis/Focus for the first criterion.  You’ll want to enter the instructor’s first criterion for the 
course grade. 
 

Change Description of 
criterion to the name of 
the first item on the hard 
copy of the assessment 
rubric (i.e., Thesis, Problem 
Statement, Formatting, 
etc.) 

Long Description can be 
left blank.  This is 
primarily used for 
Outcomes. 
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Once you’ve entered the name of the first criterion, you want to assign it a point value.  By 
default, Canvas provides a ratings value (point value) of 5 points with a Ratings title of Full 
Marks.  You’ll want to change this to fit your grading schema.  To edit this value and title, click 

on  in the box with 5 pts and Full Marks in it.  This will open the Edit Ratings window: 
 

 
 
 
Enter: 

• Rating score:  The grade points for this criterion. 

Rubric Name 

New Criterion Name 

Default Point Value 
and Ratings Title 

Default Rating Score (grade 
points) is 5.  Change to the 
value of the criterion you use 
for the students’ grade in the 
course. 

Change the Rating Title to what you 
use for grading A work (i.e., Very 
Good, Exemplary, etc.) 

Include specific, detailed information 
in the Rating Description that 
describes your expectations of 
student work to get an “A” for this 
criterion.  Example:  Develops fresh 
insight that challenges the reader’s 
thinking.  This is a required field. 
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• Rating Title:  The ratings title you use for “A” work.  Feel free to use your own grading 
schema.  Examples:  Exemplary, Proficient, Satisfactory, Developing, Unsatisfactory, etc. 

• Rating Description:  Detailed information about your expectations for students to 
receive this rating for this criterion.  This is a required field. 

• Click Update Rating when all fields are completed. 
 

 
 

To add another Rating for “B” work, click on  between the Exemplary Rating and No Marks 
Rating.  This will open another Edit Rating window with the default Rating Score of ½ of the 
point value between the highest rating and 0.  In this example, the default Rating Score is 5. 
Enter: 

• Rating score:  The grade points for this criterion. 

• Rating Title:  The ratings title you use for “B” work. 

• Rating Description:  Detailed information about your expectations for students to 
receive this rate for this criterion.  This is a required field. 

• Click Update Rating when all fields are completed. 
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To add another Rating for “C” work, click on  between Proficient and No Marks.  This will 
open another Edit Rating window with the default Rating score of ½ of the points remaining 
between the Proficient (“B”) work and 0. 
 
Enter: 

• Rating score:  The grade points for this criterion. 

• Rating Title:  The ratings title you use for “C” work. 

• Rating Description:  Detailed information about your expectations for students to get a 
“C” on this criterion.  This is a required field. 

• Click Update Rating when all fields are completed. 
 
You will continue to add Ratings Points, Ratings Titles and Ratings Descriptions for “D” and “F” 
work for this criterion.  Here is an example of one criterion that has complete ratings: 
 

 
 

To add another criterion (another row from the printed rubric), click on . 
 

 
Select New Criterion when the Ratings points and descriptions are 
different (used most often). 
 
Select Duplicate when the Ratings points and descriptions are similar 
to an already added criterion.  This option will duplicate the selected 
Criterion, and open the Edit Criterion window, allowing you to change 

the name of the Criterion. 
 
Select New Criterion.  This will open the Add Criterion window. 
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Enter the name of the next criterion in the Description 
field. 
 
 
 
Leave the Long Description blank. 
 
 
 
Click Create Criterion. 
 

 
This will add a Criterion below your first one.  In the example below the name of the Criterion 
added is Organization. 
 

 
 
From here follow the steps listed above to edit the Ratings Points, Ratings Title, and Ratings 
Descriptions for this criterion. 
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Continue adding Criteria using the  button until you have added all the criteria 
from this assignment for the course grade.  If you are building a rubric for the course grade 

only, click on at the bottom on the Rubric. 
 
Here is an example of a completed rubric, used only for the students’ grade in the course: 
 

 
 
Now you’ll need to add the criterion used for assessment purposes.  In Canvas, these are called 
Outcomes.  If you clicked on the Create button before adding the Outcomes, you’ll need to go 
 back to the Rubrics repository and select the Rubric you just created, then click on 

 near the top right of your screen. Scroll to the bottom of your 
Rubric.   
 
(If you didn’t click Create button you will continue here) 
Just above the Update Rubric button you’ll see two options: 
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Click on Find Outcome. 
 
This will open the Find Outcomes window.  Please note:  Your screen will look different because 
you will only see the Outcomes (assessed criteria) that have been added to this course.  You will 
not see all the Outcomes for the entire University.  If you do not see any Outcomes, please 
contact your Academic Liaison or Instructional Designer to have the correct 
Outcomes/assessment criteria added to your course. 

 
 
*You may need to click on the folder in the first column to see the Outcomes (assessed criteria). 
 
The second column will list all the Outcomes for this Outcomes Group.  If you single-click any 
criterion, the third column will open and provide a preview showing the full name of the 
Outcome and the ratings scale.   
 
PLEASE NOTE:  Click on the checkbox “Use this criterion for scoring” to turn it off.  If you leave 
it on (the default setting), it will be included in the students’ course grade in addition to the 
instructor’s grading criteria.  When turned off, the Outcomes are not included in the students’ 
course grade but are aggregated in the Outcomes Report generated by Canvas.  
 

Click on  at the bottom right of the window to add it to your Rubric. 

Name of the 
Assessment 
Rubric 
(group) 

Name of each 
Outcome 
(assessed 
criteria). 

Full name of Outcome 
(assessed criterion) 

Turn this option off. 

Click Import to add this 
Outcome to your Rubric. 
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Each Outcome must be added one at-a-time to your Rubric.  Once you’ve added all the 

Outcomes that you will assess this semester, click on  if you are updating a rubric or 

 to complete a new rubric. 
 
Your completed rubric will look similar to this: 
 

 
 
 
 
 
 
 
Rubrics can be built anytime.  They are not seen by students in your course until it is attached 
to an assignment unless the Rubrics option is NOT hidden to students on the Course Navigation 
menu.  To attach this Rubric to an assignment, skip to the section “Attaching the Rubric to the 
Assessed Assignment.” 
 
 

Instructor’s grading 
criteria for course grade. 

Outcomes (assessment 
criteria) – has the target 
icon. 

Total point value of the 
assessed assignment for 
the Canvas gradebook. 

Outcomes/Assessed 
Criteria will not be 
included in Students’ 
course grade.   
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Building a Rubric for Assessment Purposes Only: 
This option is used primarily for Face-to-Face courses that would like to do the assessment in 
Canvas. 
 
Go to the course in Canvas.  Select Rubrics from the Course Navigation menu. 

 
 
   
 
 
 
Please note that you may need to scroll down to see the Rubrics option. 
 
 
 
 
 
 
 
 
 
 

 
The Rubrics window will open: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Help window 
for Rubrics. 

To close the 
Help window 

Links to the Canvas 
Community for help 
with building Rubrics 
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The Help window for Rubrics provides links to the Canvas Community/Canvas Guides that 
provide step-by-step instructions on how to build rubrics.  You’ll want to close the Help window 
to start building a Rubric.  This window can be turned off. 
 

Once you close the Help window, the   is visible.  Click it to build a new Rubric.  
When you do, Canvas will start a Rubric for you.  It will look like this: 
 

 
 
The title is highlighted.  In this box, type the name of the rubric.  Give it a name that is 
meaningful to you (i.e., Assessment Rubric, Research Paper Assessment Rubric, Final Project 
Assessment Rubric, etc.).  It does not appear on the Outcomes report generated by Canvas. 
 
Since this Rubric is for assessment purposes only, you will not add grading Criteria.  You’ll want 

to remove the first Criterion.  To do this, click on  in the first row of the Rubric (box that 
reads “Description of criterion”). 
 
To add the first Outcome (first assessed criterion), click on Find Outcome. 
 
This will open the Find Outcomes window.  Please note:  Your screen will look different because 
you will only see the Outcomes (assessed criteria) that have been added to your course.  You 
will not see all the Outcomes for the entire University.  If you do not see any Outcomes, please 
contact your Academic Liaison or Instructional Designer to have the correct 
Outcomes/assessment criteria added to your course. 
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*You may need to click on the folder in the first column to see the Outcomes (assessed criteria) 
 
The second column will list all the Outcomes for this Outcomes Group.  If you single-click any 
criterion, the third column will open and provide a preview showing the full name of the 
Outcome and the ratings scale.   
 
PLEASE NOTE:  Click on the checkbox Use this criterion for scoring to turn it off.  If you leave it 
on (the default setting), it will be included in the students’ course grade.  When turned off, the 
Outcomes are not included in the students’ grades but are aggregated in the Outcomes Report 
that is generated by Canvas. 
 

Click on  at the bottom right of the window to add it to your Rubric. 
 
Your Rubric will look like this: 
 

Name of the 
Assessment 
Rubric 
(Group) 

Name of each 
Outcome 
(assessed 
criteria). 

Full name of Outcome 
(assessed criterion) 

Turn this option off. 

Click Import to add this 
Outcome to your Rubric. 
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Outcomes can only be added one at-a-time, so you will need to follow the above steps to add 
each additional Outcome that you will assess this semester. 
 

Once you’ve added the appropriate Outcomes, click on .   
Here’s an example of a Rubric used for Assessment Purposes only: 
 

 

Outcomes (assessed criteria) 
are noted with the target icon. 

Outcomes are not included in the 
students’ grade for the course. 
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Attaching the Rubric to the Assessed Assignment: 
Now that you’ve built the Rubric, you will need to attach it to the assessed assignment.  The 
assignment must be built in Canvas before this step. 
 
Note:  Rubrics cannot be seen by students until you attach them to an assignment unless your 
Rubrics Repository is NOT hidden from students.  Once you attach it to an assignment, students 
can see the Rubric. 
 
Once the assignment has been built in Canvas, go to the assessed assignment.  Below the 
assignment, you’ll see the point value of the assignment, what students are to submit, and the 

date due.  Below this, you’ll see .  Click it. 
 

 
 
This action will expand the window below your assignment and allow you to build a new rubric 
or attach an existing one. 
 

Assignment 
instructions 
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For this screen, (you must follow this order): 

1. Click the check box “Use this rubric for assignment grading,” even if you are using it for 
assessment purposes only.   

2. Click on . 
 
This will open the Find Existing Rubric window. 
 

 
 
 
 
 

Step 1. Select this option first – even if you 
are not using the rubric for the course 
grade. 

Step 2. Click here to 
find an existing Rubric. 

The first column will list all 
courses you are enrolled in as 
the Teacher.  You may need 
to scroll down to find the 
current course. 

The second column 
will list the available 
rubrics in the course 
selected in the first 
column. 

The third column will 
show a preview of the 
rubric selected in the 
second column. 
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Using the column structure, in the first column, locate the course that you added the Rubric to 
and click it.  In the second column, locate the name of the rubric and click it.  A preview of the 
rubric will appear in the third column.  Scroll to the bottom of the third column and click on: 
 

 
 
 
The Rubric will then appear below the assessed assignment on the Assignment page and 
students will be able to see it once you Publish the assignment.  The assignment must be 
published to appear in the Gradebook. 
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The rubric can be attached at any time but must be attached before you grade/assess the 
assignment.  Grading/assessment is done in the Canvas gradebook.  Once you grade one 
student’s work, the rubric will be locked and cannot be changed. 
 
For instructions on how to grade/assess the assignment, there are separate instructions on how 
to do this.  If you have any questions, please reach out to your Academic Liaison or Instructional 
Designer. 
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