
Using the Administrative Reports in 
Canvas 
Overview 
Canvas offers a number of preset administrative reports, providing data for all modules within a 
School or Department and their participants. These reports are available to people who have been 
assigned the Colleague (editor) role for the relevant School or Department within Canvas. The 
reports are all provided as CSV files which must be downloaded and opened in a suitable application. 
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To begin the process of running a report, select the “Configure…” button next to that report. 

 

Figure 5: Configuration options for the "Last User Access" report 

The terms in Canvas are set to mirror the categories used in the University’s Oracle records database 
(CMS). As a result, at any point in the academic year, there may be several terms with modules in 
progress
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Figure 6: The reports listing, indicating that the Last User Access report is running. 

When the report has completed, the “Last run” information for the report will show the date it was 
completed, the configuration options chosen and a link to download the csv output file. Only the 
most recent run of each report will be available. 

 

Figure 7: The reports listing showing the "Last run" details and download link for the "Last User Access" report. 

You will need to download and store your report output and use a suitable application to open it and 
access the data. 

For any further advice on the administrative reports or understanding their data, please contact 
tel@sussex.ac.uk 

  



Using the Administrative Reports in 
Canvas 
Appendix A: Value and limitations of various reports 
There are three reports that have been identified as having potential value in measuring student 
engagement with Canvas: 

• Last User Access 
• User Course Access Log 
• Zero Activity 

Notes on the Last User Access report 
• This report indicates the last time each person “accessed” a module in the relevant 

subaccount. 
• It is important to understand that “access” in this context has a technical meaning that is not 

the same as the last activity – the student may have visited pages in Canvas at a later date 
than the one shown. 

•
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• As we use multiple enrolments (through Canvas “sections”) in order to manage assessment 
and teaching groups, each person’s viewing of each piece of content will be recorded 
multiple times; the duplicate data will need to be filtered out of the report output. 

 

Figure 9: The description and output fields of the User Course Access Log report. 

Notes on the Zero Activity report 
• This report lists any people who have not viewed any content in the modules in the 

subaccount. 
• The report can be configured with a specific start date and will identify people who have not 

viewed any content since that date. 
• Results are returned for each module; people will be listed against any module they have 

not visited since the selected start date. 
•
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Appendix B: Notification setting for administrative reports 
Notification settings are individually configured for each person. They can be viewed and adjusted 
from your Canvas profile. Select “Account” from the main Canvas navigation menu, then choose 
“Notifications” from the list of options that appear. 

 

Figure 11: The Account menu, showing the Notifications link. 

Each notification 


