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Mental Model:

Face-to-face classroom based 
structure. Think of a  physical 
classroom gradebook: You have to 
attach assignments, quizzes, and 
discussions into the gradebook, and 
incorporate them into the course 
environment.

• Find the Minibar tools to the right

• 

• Fill out your profile with any 
information you wish to be 
public

• Choose and customize your 
notification settings for email 
and SMS 

• Customize your account settings 

• Use the Minibar tools on the left to 
select a course

• 

• Create a News Item using text, 
images, and video.

• Insert Stuff

• Insert Image

• Insert Link

• Use the Manage Files area (found 
under Teaching Tools > Edit 
Course) to structure your files

MiniBar:

Your first navigation tool allows you to 
choose a course, see notifications, or 
set up your profile, account settings, 
and other preferences.

Overview of Brightspace structure and initial setup

News Items:

Create announcements for your course 
here using the rich text editor. 

Folder Structure:

We recommend 2 main folders: 
Course Files and Web files. 

Course Files should contiain 3 
subfolders: Course Images, Content 
Pages, and Additional Course Assets

Web Files should contain 5 subfolders: 
HTML, CSS, JavaScript, Images, and 
Fonts

 YOUR NAME HERE
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Content Items and Modules:

This is where your students will see 
everything in the course. Organize it 
how you best see fit for your course.

Gradebook Wizard:

The Setup Wizard will take you through 
6 steps and a summary to establish 
your gradebook. 

Choose a weighted, points based, or 
formula system. The Grade Submit Tool 
will allow you to adjust the final grade, 
so choose Calculated Final Grade to 
allow the system to auto update the 
final grade throughout the semester.

Drop any ungraded items so you aren’t 
inundated with emails from panicked 
students who think they’re failing.

Content and gradeBook setup

Grade Items:

These will connect to activities so that 
they appear in the gradebook. Choose 
the value of each activity and the 
category in which it should be counted

Grade Categories:

Create all the categories you want for 
your course and decide whether or not 
you might want to offer extra credit.

• Select “Grades” in the Navigation 
Bar.

• Choose the “Setup Wizard” to set 
up your gradebook and follow 
the on-screen instructions. Some 
recommended practices include:

• Calculated Final Grade

• Drop ungraded items

• Auto-update final grades

• Set up your grading categories.

• The total of weighted categories 
must add up to 100

• Any restrictions established at 
this level will automatically apply 
to all items in the category. Not 
recommended.

• Create Grade Items

• These will later be attached to 
all assignments, quizzes and 
discussions

• Content Items and Modules

• Click “Settings” and enable 
HTML templates, then choose 
the proper path (the HTML 
folder)
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Dropbox:

The Dropbox assignments allow 
students to sumbit/upload their work 
digitally for grading. 

You will have the most control and the 
most options if you create the activity 
in the Dropbox tool itself than you 
would if you created it in the Content 
area.

Assignments can either be individually 
graded, or group graded. We’ll discuss 
groups in a later workshop.

You can create and attach release 
conditions for assignments. The release 
condition tool is the same throughout 
Brightspace and is available on virtually 
all content.

When you’ve created your assignments, 
you can upload them into the content 
area by going there and clicking “Add 
Existing Activity”. The new activity will 
appear at the bottom of the module or 
submodule you’re currently in, but you 
can drag it wherever you want it. 

dropBox (uploaded assignments)

• Select “Teaching Tools” in the 
Navigation Bar and click on 
“Dropbox”.

• Click “New Folder”

• Name the Assignment and identify 
whether it is an individual or group 
assignment.

• Categories in Dropbox are used to 
organize the Dropbox Folders, and 
are unrelated to Grade categories.

• Attach a new or existing Grade Item.

• Enter a point value for the 
assignment.

• Choose how you want students to 
see their scores.

• Create and attach a rubric here, if 
applicable.

• Do NOT write excessive text in the 
“Instructions” box. If the instructions 
for the assignment are extensive, 
create them in a separate HTML file 
in content. Otherwise the content 
area gets littered with instructions 
and items can be easily lost in the 
mix.

• Set your submission options and 
save your new folder.
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Quiz Tool:

When you enter the Quiz tool, you will enter 
in the “Managae Quizzes” area. Here, you 
can create and edit your quizzes. 

There are several options available for 
each quiz, including:

• Introductions that do not appear in the 
content feed.

• Time limits with various options for 
“late” submissions

• Multiple submissions with multiple 
grading options (eg. take first 
submission only, last only, average, 
etc.)

• Hints and Feedback for each question

• Restrictions such as Release Conditions, 
Passwords, and IP Restrictions

• Student Submission view allowing 
students to see any combination of the 
questions, their responses, and the 
correct answers

We are working on a conversion tool that 
will best fit our needs as a university. 
If you would like assistance converting 
quizzes or any part of your course, our 
team is available to help.

Quizzes and Question liBrary

Importing CSV files

• Select “Add/Edit Questions” in a quiz 
and choose “Import”, or go to the 
Question Library and choose “Import”

• Select “From a D2L Text Format File” 
under the first drop down menu

• If this is your first time using this 
feature, download the CVS Sample File 
to see how each question type needs 
to be formatted

• Create your questions, save the file, 
and click the “Choose File” button to 
import your file

Converting CSV Files

• Download Adobe Air and the convertion 
tool from the link provided

• Copy the CSV from your Brainhoney 
quiz, and paste into the tool, stripping 
out the Type and Score values

• Click “Create CSV” and choose the file 
name and destination

• Upload your new file using the 
instructions listed above
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Question Library:

The Question Library is a repository 
where you can import questions from a 
textbook resource, or create your own 
questions for use in quizzes. The library 
offers a simple way to repeat a question 
throughout the semester without having 
to recreate it every time. You can even 
organize your questions into sections for 
an easier import into your quizzes.

Creating Quizzes:

The Quiz tool allows you to create 
quizzes that are, for the most part, self 
graded. Only Long Answer questions will 
need to be graded by the instructor, but 
a variety of question options is available, 
including Likert Scale Questions for 
surveys (these questions cannot be 
graded). 

Notes: 

1. Questions can be imported into 
quizzes from the library AND vice 
versa. 

2. Categories in quizzes are NOT 
associated with Gradebook categories. 

Quizzes and the Question liBrary

• Select “Quizzes” from the “Teaching 
Tools” drop-down menu.

• Choose the “Question Library” tab.

• Click the “New” button to select one of 
the following options:

• In the “Manage Quizzes” tab, you can 
select “New Quiz” to create a new quiz.

• Under the Quiz Questions section, the 
“Add/Edit” button will allow you to 
import from the Question Library, or 
create questions in the quiz itself.

• Leave the Description area blank, or 
limit it to 1-2 sentences.
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Whole Class Discussions:

Discussions are organized by Forum, 
Topic, and Thread.

A single Forum can hold several topics, 
which is where the discussion takes 
place, thread by thread, post by post. 
Participants can subscribe to threads 
within a topic and receive notifications 
when others have responded to that 
particular thread.

Several different topics can be housed 
in a single whole-class forum.

discussions (whole class & small groups)

• Select “Teaching Tools” in the 
Navigation Bar and click on 
“Discussions”.

• Click “New” and choose to create a 
new Forum, or a new Topic.

• New Forum

• Name your forum. You can also 
choose to create a topic within 
the forum by the same name.

• Select your options: requiring 
users to start a thread first 
encourages originality and 
proactive thinking.

• Visibility determines when 
students can see topics in the 
forum.

• Locking prevents students from 
adding to the forum, but does 
not affect visibility.

• New Topic

• The topics have many of the same 
setup options as the Forum, but 
add the ability to include a rating 
system

• If you choose to incorporate 
ratings, we recommend upvotes 
only as a way of keeping the 
discussion board positive.

Small Group Discussions:

Small Group discussions are also 
organized by Forum, however, because 
the students are organized into specific 
groups, they cannot interact with other 
groups unless the restrictions are lifted. 

This means that instead of adding 
the single topic to the module in the 
Content area, you would need to add 
the entire Forum. 

Creating groups is a complicated 
process requiring approximately 50 
steps. Therefore, it will be completed 
at the design phase. If you would like 
groups, please contact the transition 
team and we will be happy to assist 
you.
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Course Builder:

Found in the Edit Course area, this allows 
you to drag and drop items to manipulate 
the overall structure of your content. It 
makes adding activities and modules to 
your course easy and efficient.

course Builder, communication tools, competencies, and learning oBjectives

Set up Learning Objectives

• Select “Edit Course” from the “Teaching 
Tools” dropdown menu

• Under the “Assessment” category, 
choose “Competencies”

• In Settings, select “Advanced View”

• Click “Create New Competency”, give it 
a name, and make sure you define the 
competency in the description area

• Save your new competency

• Click “Create New Learning Objective”, 
give it a name and a description

• Choose “Yes” under “Enforced 
Assessment Method” and select 
“Grades”

• Select “Yes” under “Ready for 
Evaluation”

• Expand the hierarchy menu on the 
left and select “Independent Learning 
Objectives”

• Choose a specific Learning Objective 
and click the “Structure” button at the 
top

• Choose “Edit Structure”, and “Add 
Children” to incorporate an activity into 
the learning objective

• When you choose the activity, make 
sure you check “assess activity”

Communication Tools:

Pager is a near-instant chat tool that allows 
you to communicate with other users in-
system. The email function is associated 
with your school email, but is a send-only 
feature.

Brightspace now also offers Office 365 
Integration for Outlook and Calendar.

Competencies/Learning Objectives:

Found in the Edit Course area, the 
Competencies tool allows you to 
create both competencies and learning 
objectives. Competencies serve as big 
picture take aways for the course, while 
learning objectives connect to both the 
competencies and the activities to measure 
student success and growth based on their 
work with various assignments.
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course Builder, communication tools, competencies, and learning oBjectives

Gathering Data from Learning 
Objectives and Activities

• Expand the hierarchy list to the left

• Choose from either your Learning 
Objectives or Activities

Learning Objectives

• Choose the Learning Objective for 
which you want to see results

• Select the “Results” button at the top

• Students will be listed with either 
a green check indicating they have 
completed the objective, or a red X 
indicating they have not completed the 
objective

Independent Activities

• Choose the specific activity for which 
you would like to see data from the list

• Choosing results here will show the 
same data as the Learning Objective 
“Results” button for the objective 
associated with this activity

• Choosing “Stats” will show you the 
overall rubric score for each student as 
well as the frequency of those scores 
across the class

Associating Learning Objectives with 
specific Rubric Criteria

• Associate the Learning Objective with 
the rubric graded activity as previously 
outlined

• When you choose to assess the Learning 
Objective, choose your assessment 
type (rubric) 

• Choose the rubric you will be using for 
the activity

• Select the specific criteria from the next 
dropdown menu, or choose to base the 
assessment on all criteria

• Check the box to require the activity for 
completion of the learning objective

• Select the threshold level for meeting 
the objective


