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How to Adjust a Gradescope Roster to Use
800#

1 Navigate to https://reportcentral.charlotte.edu/

2 If you do not have access to Report Central, you must:

  • Complete the University Confidentiality Agreement.

  • Complete the IT Security Training.

  • Submit a OneIT Ticket requesting access to Report Central. On the ticket, state that you
need access to the Instructor Gradescope Course List on Report Central.

3 Once you have access to Report Central complete the steps below.

https://scribehow.com
https://reportcentral.charlotte.edu/
https://services.help.charlotte.edu/TDClient/33/Portal/KB/ArticleDet?ID=827
https://services.help.charlotte.edu/TDClient/33/Portal/KB/ArticleDet?ID=1601
https://services.help.charlotte.edu/TDClient/33/Portal/Requests/ServiceDet?ID=372
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4 Click "Student"

5 Click "Instructor"
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6 Click "Gradescope Course List"

7 Click the "Make a selection..." field.
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8 Select the correct course and section from the dropdown menu.

9 Click "Submit"

10 This will download a CSV file of your course list.

Next, navigate to your course in Canvas.
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11 Click "Gradescope"

12 Click "Roster"
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13 Click "Add Students or Staff"

14 Click "CSV file"
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15 Click "Select CSV"

16 Select the CSV file of your course list that was downloaded from Report Central.
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17 Click "Next"

18 Uncheck "Let new users know that they were added to the course"
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19 Click "Import"


