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Introduction 

Morris Brown College uses D2L Brightspace as its official Learning Management System to 
support teaching, learning, and academic operations. Brightspace provides students, faculty, 
and staff with centralized access to course materials, assignments, grades, and course 
communications. Faculty and staff can access guidance on course management, instructional 
tools, and available technical support, including the use of approved third-party integrations. 
Students can view their current and upcoming term courses and access academic resources 
designed to support their success throughout the semester. 

This document has been developed to introduce you to Morris Brown College’s learning 
management system, D2L Brightspace. This document will help you to learn how to use the 
different features within D2L Brightspace. 

D2L Brightspace can be used as a small component of a traditional course, such as to submit papers 
and check grades, or it can be used in a course where everything occurs completely online. 

Objectives 

After reading this document, you will be able to: 

• Access D2L Brightspace. 
• Understand the Home Page. 
• Use the Calendar tool. 
• Use the Email tool to read and send messages. 
• Use the Coursework tool. 
• Understand the features of the Assignments tool. 
• Participate in class discussions via the Discussions tool. 
• Take an online assessment via the Quiz tool. 
• Check your grades in the Grades tool. 
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Accessing D2L Brightspace 
 
The following instructions explain how to access D2L Brightspace. 

 
1. Go to the following website: https://morrisbrown.brightspace.com  
2. Enter your Brightspace username.  

Your Brightspace username is your MBC email address.  
3. Enter your password 

Use the same password you use for your MBC email account. 
4. Complete MFA (Multi-Factor Authentication) 

a. If you have questions regarding setting up MFA please contact 
servicedesk@morrisbrown.edu 

5. Access your Brightspace dashboard 
a. After a successful login, you will be taken to your Brightspace home page where your 

courses and tools appear. 
 

https://morrisbrown.brightspace.com/
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The Brightspace My Home Page 

When you log into Brightspace, the first screen you see is the My Home page. This is your system-
level dashboard. It is not a course and it is not student-facing content for a specific class. 

What the My Home Page Is 

The My Home page provides a centralized view of your teaching activity and institutional messages 
within Brightspace. It helps you monitor updates across all courses and stay informed about 
system-wide information that may impact instruction. 

What You May See on the My Home Page 

Depending on your role and permissions, the My Home page may include: 

• Announcements 
Institution-wide or role-based messages intended for faculty, staff, or all Brightspace users. 
These may include academic updates, system notices, or instructional reminders. 

• Course Tiles - “My Courses” 
Direct access to all courses you are assigned to teach, including current, upcoming, or past 
courses. 

• Alerts and Notifications 
System alerts, reminders, or updates related to activity across your courses. 

• Calendar or Upcoming Events 
A consolidated view of important dates pulled from your courses and the academic calendar. 

• Links to Academic and Instructional Resources 
Access to faculty support areas such as the Center for Teaching and Learning and Innovation, 
technology support, or institutional documentation. 

• Email & Office 365  
Quick access to email and your personal One Drive folder (Click Sign in to connect) 

Why the My Home Page Matters for Instructors 
The My Home page helps instructors: 
• Stay informed of institutional expectations and updates 
• Monitor activity across multiple courses efficiently 
• Receive timely information related to teaching, grading, or system availability 
• Access instructional support resources without entering a specific course 

Announcements on the My Home page often contain information that applies to all courses or 
instructional responsibilities. These messages may not be repeated within individual courses. 

Instructor Best Practice 
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Review My Home announcements regularly before entering your courses. Staying aware of system-
level updates helps ensure consistency, compliance, and a smooth experience for both you and 
your students. 

 
 

 

Understanding the Brightspace My Home Header  
 
The My Home header gives instructors quick access to communication tools, course oversight 
features, and institutional resources. Each numbered item below corresponds directly to the 
navigation elements shown in the image. 

 
 
Top Icons on the My Home Page 
 

1. Waffle Icon (App Launcher)  
The waffle icon (the grid of squares) opens the Brightspace App Launcher. 
Use this to: 
• Navigate between enrolled courses 
• Select a course: The waffle icon provides access to your courses. The list displays previously 

searched courses. You can search courses by using the search box. You can switch between 
courses from the drop-down without returning to My Home. You can also pin courses, so they 
remain at the top of the list. 

 

 
 

2. Messages (Envelope Icon) 
Gives direct access to your Instant Messages and Email. Students can use the Brightspace tool to 
email their Instructors. The messages will appear in the Instructors Outlook email inbox. 
 
Discussions & Updates (Speech Bubble) 
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Alerts you to discussion activity, including replies to your posts and new discussion activity in your 
courses. A red dot on the Subscriptions alert icon indicates that there are new posts to topics and 
forums that you have subscribed to in Discussions. 
 
Notifications (Bell) 
Shows updates from across all courses, including announcements, assignment feedback, upcoming 
or overdue work, and instructor updates. A red dot on the Update alerts icon indicates you have 
new news items, a new grade has been posted, and upcoming due dates for items not completed. 
 
If you see a dot on the bell, something needs your attention.

 
 
3. Profile and Settings (Instructor Name, Profile Icon, Gear) 
This area displays your role and account access. 
From here, you can adjust notification preferences, manage account settings, and log out of 
Brightspace. 
 

 
 

 
 
 
The My Home Navigation Bar (Purple Bar) 
 
4. Announcements 
Institution-wide or role-based announcements intended for instructors. These messages often 
include academic updates, instructional guidance, or system notices that apply across courses. 

 
5. Discover 
A Brightspace native feature that allows access to courses or learning opportunities enabled for 
self-enrollment, such as training, development resources, or shared content, when configured by 
the institution. 

 
6. Tutoring 
Provides access to The Spot, tutoring services managed through the Center for Teaching and 
Learning and Innovation (CTLI). 
Instructors may reference this resource when directing students to academic support. 
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7. Student Support 
Links to institutional student services. This area is useful when advising students or guiding them 
toward appropriate academic or support resources. 

 
8. Quick Eval 
Quick Eval provides a consolidated view of learner submissions, activities, and items that require 
evaluation across your courses. 
This tool supports timely grading and instructor responsiveness. 

 
9. Library Services 
Access to library resources, research tools, and academic support services that assist with course 
development, instruction, and student research needs. 

 
10. My Surveys Link 
Provides access to surveys or feedback tools used by the institution. This may include course 
evaluations or other instructor-related surveys 
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Profile 
The following explains how to adjust your profile. 

 
1. From the D2L Brightspace My Home page NavBar, click the User Settings drop-down. 

 
 

2. Click on Profile from the drop-down list. 

 
 

3. The Edit My User Profile screen will appear. 

 
 

4. Enter any information that you wish to share with others. 
 

5. Click the Save and Close button in the lower-left area of the screen to return to the D2L 
Brightspace My Home page. 
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Notifications 
The following explains how to locate the settings for Notifications. 

 
1. From the D2L Brightspace My Home page NavBar, click the User Settings drop-down. 

 
 

2. Click on Notifications from the drop-down list. 

 

3. The Notifications settings screen appears. Here you can do the following. 
 

a. Have notifications sent to your email by clicking Change your email settings. 
 

b. Have notifications sent to your mobile device by downloading The Pulse App. 
 

c. Adjust the settings for notifications in the following three categories located on the 
screen: Summary of Activity, Instant Notifications, Customize Notifications, and Exclude 
Some Courses. 
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4. Click the Save button in the lower-left area of the screen to return to the My Home page. 
 

 
Account Settings 
The following explains how to locate the Account Settings from the NavBar. 

 
1. From the NavBar, click the User Settings drop-down. 

 
 

2. Click on Account Settings. 

 
 

3. The Account Settings screen will appear with options to adjust the Font, Dialog, HTML 
Editor, Reading Content, Video, and Locale & Language settings. 
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4. Click the Save and Close button in the lower-left area of the screen to return to the My Home 
page. 

 
 

Accessing Your Courses 
The following explains how to access your courses in D2L Brightspace. 

 
1. From the NavBar, click the Select a course drop-down. 

 

2. The course(s) that you are currently enrolled in this semester will appear. Click on the 
course of your choice. 

 

3. The Course Home Page will appear. 
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Calendar 
You can use the calendar in D2L Brightspace to view important dates for your class. If your 
instructor chooses to do so, they may include to show events on the calendar, such as exams, 
due dates for important papers, office hours, etc. You can also keep a “to-do list” in the task area 
to help you stay organized throughout the semester. The following explains how to use the 
calendar in D2L Brightspace. 

 
Finding the Calendar 
The calendar is located in your NavBar under Course Tools. To open, click Calendar under the 
Course Tools drop down. 

 

Viewing Events on the Calendar 
Your instructor(s) may choose to post important dates to the calendar. The following explains 
how to find these events on the calendar. 
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1. Click on a bolded day on the calendar to view events. For example, if you want to view events 
for Thursday, February 12th, click on February 12th. 

 

 

Note: Any day that has an event on the calendar will appear as bold. 
2. The events for the day chosen will appear once the date is clicked. 
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3. The calendar will appear on your screen showing events for the current date. To view 
events for a different date, select a day from the mini calendar to the right of your 
screen. 

 
 

4. To change the view of the calendar, click any of the options shown. 

 
 

 

Adding Tasks 
D2L Brightspace allows you to post tasks to help you stay organized. Your tasks are only visible 
to you. To create a task: 
1. Open the Calendar tool. Click on Add a task. 



17  

 

 

2. In the Add a task… field, type in a name for your task. 

 
 

3. Press the Enter key on your keyboard to confirm your task. 
 

4. Click the task in the Tasks list to set a due date. 

 
 

5. Click on No due date. 
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6. Enter a date when the task should be complete. 

 

7. Click the Save button. 

 

8. The task will be added and the due date will be set.
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Email 
The Email tool can be used to send and receive emails within D2L Brightspace. This email tool is 
separate from your student email account. The following explains more about using the email 
tool within D2L Brightspace. 

 
Opening Email 
The following explains how to open the email tool. 

 
1. From the NavBar, click the Email Alerts icon. 

 
2. Click on Go to Email. 

 
 

3. The Compose New Message option will appear on your screen. 
 

 
 
Sending an Email 
The following explains how to send an email to your instructor or classmate. 
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1. The Compose New Message window will appear on your screen. To send an email, click the 
Address Book. 

 
2. The Address Book window will appear on your screen, displaying the names of the people in your 

class. 
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3. If you are enrolled in multiple classes, you can use the Filter By option to display user 
information for your class of choice. 

 

 

4. Click the checkboxes to select the name(s) of the recipients that you want to send an email to. 
 

5. Click on one of the following: 
To – Select this option if the recipient is directly affected by this email. 

 
Cc – Select this option if the recipient should know about the email, but is not directly 
involved. 

Bcc – Select this option if the recipient should know about the email, but others listed in 
the To area and Cc area do not need to know that they received a copy of the email 
(recommended when sending to a large audience). 

 

6. After you have selected your recipients, click the Add Recipients button in the lower-left corner. 
 

7. You will be directed back to the Compose New Message window. Enter a Subject and your 
Message. 

 
 

8. Click the Send button. Your message will be sent and you will be redirected back to the Inbox. 
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    Coursework 
The Coursework tool is where instructors organize and deliver all instructional materials for a 
course. This includes readings, videos, links, learning activities, and structured modules. For 
students, Coursework is the primary place they go to understand what to do each week. 
 
A well-organized Coursework area supports clarity, consistency, and student success. 
The Coursework tool is where you place course materials such as the syllabus, lecture slides, 
assignments, etc. 
 
The following explains how to use the Coursework area. 

 
Accessing and Viewing the Coursework 
The following explains how to access the Coursework area. 

 
1. From the Course Homepage, click Coursework on the NavBar. 

 

What the Coursework Tool Is 
The Coursework tool allows instructors to: 
• Organize course materials into modules and sub-modules 
• Deliver instructional content in a logical sequence 
• Connect learning materials to assignments, discussions, and assessments 
• Control visibility and access to course materials 
Coursework is instructional. It is not a file dump. How materials are structured directly affects 
student navigation and comprehension. 

 
How to Access the Coursework Tool 
1. Enter your course. 
2. Select Coursework from the course navigation bar. 
3. You will see the module structure on the left and content items on the right. 

 
 
Creating Modules (Course Structure) 
Modules are the main organizational units in Coursework. Many courses use modules organized by 
week, unit, or topic. 
To Create a Module: 
1. Click Add a module. 
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2. Enter a clear, descriptive module title. 
3. Press Enter to save. 
Best practice: 
• Use consistent naming across modules. 
• Avoid vague titles such as Week 1 Content. 

 
 
Adding Materials to a Module 
Once a module is created, you can add instructional materials directly inside it. 
Common Coursework Items: 
• Upload/Create 
Upload files such as PDFs, Word documents, or PowerPoint presentations, or create pages directly 
in Brightspace. 
• Create a Link 
Add links to external websites, videos, or resources. 
• Existing Activities 
Link assignments, discussions, quizzes, or other activities already built in the course. 
Each item should clearly communicate what the student is expected to read, watch, or complete. 

 
Organizing and Reordering Coursework 
You can organize modules and items by: 
• Dragging and dropping modules or content items 
• Ensuring materials appear in a logical order 
Best practice: 
• Place overview or instruction pages at the top of each module 
• Follow the same structure in every module 
Consistency reduces student confusion and support requests. 

 
Setting Availability and Release Conditions 
Brightspace allows instructors to control when Coursework becomes available. 
You may: 
• Set start and end dates for modules or items 
• Apply release conditions that require completion of prior activities 
Use these features intentionally and communicate clearly with students when restrictions are 
applied. 

 
Viewing Coursework as a Student 
Before the course begins and after major updates: 
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• Use View as Student to confirm visibility 
• Check that links and files open correctly 
• Verify students can access materials as intended 

 
Instructor Responsibilities 
Instructors are expected to: 
• Maintain an organized Coursework structure 
• Align instructional materials with assignments and assessments 
• Keep content current and accurate 
• Avoid placing critical instructions only in announcements without reflecting them in Coursework 
Coursework is the backbone of the course experience. If students cannot easily locate materials, 
learning is disrupted. 

 
Instructor Best Practice 
If a student asks, “Where do I find this?” the answer should almost always be: Check Coursework for 
the module. 

 

Create an Assignment 
1. From the course navigation bar, click Course Tools and select Assignments from the drop-down. 

 
2. Click New Assignment. 

 
3. Enter a name for the assignment. 
4. If the assignment will be graded, click within the Grade Out Of text box and enter the point 

value of the assignment. An In Gradebook field will then appear, indicating a grade item will be 
created for this assignment in the gradebook. 

5. Optionally, click the In Gradebook drop-down and select: 
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• Edit or link to existing to create a new grade item and select the grade category to which it 
belongs, or to link the assignment to an existing grade item. 

• Not in Gradebook to create an assignment with a point value, but that will not be included 
in the gradebook. 

• Reset to Ungraded to remove all scoring. 

 
6. Click within the Due Date field to establish a due date for the assignment. 

 
7. Add any instructions and/or attach any supplemental files. 

 
8. From the Availability Dates & Conditions tab, a Start Date and End Date for the assignment can be 

set. 

 
PLEASE NOTE:  Students are able to submit after the established Due Date.  The submission will be 
marked late.  The End Date serves as the date and time after which a student can no longer submit. 
9. From the Submission & Completion tab, you can set whether the assignment: 
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• Is an individual or group assignment 
• Should belong to an assignment category 

o PLEASE NOTE:  This setting is unrelated to the grade 
• Is a File Submission, Text Submission, an On Paper Submission, or an Observed in Person 

assignment 
• Should be limited to one file or unlimited files per submission 
• Should restrict student submissions to only specific file formats 
• Should keep all submissions, keep only one submission, keep only the most recent 

submission 
• Should send a notification email each time a student submits 

 
10. From the Evaluation & Feedback tab, you can add a rubric by creating a new rubric or selecting an 

existing one. You can also determine whether you would like the annotation tools to be available 
to you when reviewing learner submissions, whether you would like learners to be anonymous 
to you while grading, and whether this assignment should utilize 

 
Assignment Visibility 
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1. If you would not yet like the assignment to be visible to learners, click the Visibility option to 
make the assignment hidden. 

 
PLEASE NOTE:  The difference between this visibility setting and the availability dates is that with availability dates, 
learners will see the assignment exists, but they will not be able to click on it.  With the visibility setting, the assignment 
is hidden from learners until you return and change it to be visible.  An assignment must be visible for the availability 
dates to take effect. 
 
2. Click Save and Close when you have finished creating the assignment. 
 
Add The Assignment To A Course Module 
The Assignments area under Course Tools lists all of the assignments in the course.  You can insert 
them into any Content module to list them with related content. 
 
1. From the course navigation bar, click Content and navigate to the module location where the 

assignment should reside. 
 

2. Click Existing Activities and select Assignments from the drop-down. 

 
 

 
3. Locate and click the assignment you would like to insert. 
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Release Conditions 
Release conditions can be applied to various content items and activities within 
Brightspace.  When a release condition is applied to an item, students are unable to see 
the item until they meet the criteria established in the condition.  An example of this 
might be an assignment with a release condition requiring that a student must first view 
a specific content item.  Once a student has viewed that content item, the assignment 
will become visible to them. 

1. From the course navigation bar, click Course 
Tools and select Assignments from the drop-down. 

 

1. Click the drop-down icon to the right of the assignment you would like to apply a 
release condition to and select Edit Assignment from the drop-down. 
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2. Click the Availability Dates & Conditions section near the top-right of 
the screen. 

 
3. Click Add Release Condition.  Select Create New if you are creating a new 

release condition.  Click Add Existing if you are applying a release condition that 
you have already created and/or are using elsewhere in the course. 

 
 

Special Access to Assignments 
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1. Click Course Tools from the course navigation bar and select Assignments from the drop-

down menu. 

 
2. Find the assignment that you wish to provide learner(s) with extended time for. Click the drop-

down to the right of the assignment name and select Edit Assignment. 

 
3. In the right panel, click Availability Dates & Conditions to expand the settings. 
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4. Click Manage Special Access. 

 
5. Click Add Users to Special Access. 

 
PLEASE NOTE: The Special Access window opens.  Here you can change the due date, start date, 

or end date for specific users to meet accommodation needs.  Options not changed on this page 

will match the settings for other learners on this assignment. 

 

6. After setting the special access properties to be granted on this assignment, scroll down 

to Users. Check the box next to the name of the learner or learners who are being granted 

special access. 

 
PLEASE NOTE:  If you do a search to find the student, check the box next to their name and then 
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go back to again set the special access properties.  Doing a search removes the settings. 

 

7. Click the Save button below the list of users to save your changes. 

 
8. Click Save and Close. 

 

 

Grade an Assignment 
 

1. Go to Assignments. Click the dropdown menu by the desired assignment, and select View 

Submissions. 
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2. From the list of students who have submitted a file, click on one of the submitted files. 

 
   

This takes you to the evaluation page. Here you have many options for assessment and providing feedback. 

Also see the image below. 

• By clicking on the document, you can use the built in Annotation Tool. Click here for more 

information on how to use annotations.  

On the right hand side you will see the feedback panel. This panel will allow you to privately communicate 

FERPA-sensitive grade information with your student. You can: 

1. Attach and use a rubric. Click to expand the rubric and grade by criterion. 

2. Assign a grade. Enter manually, or if you are using an rubric this is automatic entered. 

3. Add text. Add images and other things with the insert stuff button in the feedback text box. 

4. Upload a feedback file. This can be a graded copy of the submission, instructor notes, or another file.  

5. Add video or audio feedback. This feature is useful when you want to communicate more personally 

with your students or accurately convey tone. You can record one minute of audio or three minutes of 

video. 

https://www.vanderbilt.edu/brightspace/using-the-annotation-tool/
https://www.vanderbilt.edu/brightspace/using-the-annotation-tool/
https://www.vanderbilt.edu/brightspace/how-do-i-insert-stuff-into-my-course-2/
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After leaving feedback and assigning a grade, you can publish feedback immediately or save your feedback 

as a draft and release it at a later time. This enables you to revise and review evaluations and publish your 

feedback to multiple users at the same time. You also have the option to retract published feedback if you 

want to provide an update to past evaluations but only want learners to access your most recent feedback.  

 

Download assignment files 
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You can download a student’s file submission from the Evaluation page. You can either download the 

original file or a version with annotations.  

 

  

It is also possible to download all user submissions in a .zip file, leave feedback within the files using the 

Word or PDF track changes and comment features, then upload the files back to the appropriate assignment 

submission folder so they appear as attachments. 

1. To download all student work from the Assignment View Submissions page, click the box next to 

each student’s name, or check the box at the top of the column that will check every student. Then 

click Download. 
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2. Open the Zip file that is downloaded to your computer. Enter feedback one by one, save and close the 

files. Do not rename the files. 

  

3. To return feedback on all downloaded submissions at once, click Add Feedback Files. Upload your 

compressed .zip file using the same format that it was downloaded with, then click Add. 

  

To add the file to students one at a time, go to the Evaluation page for that student. Use the File 

Upload button underneath the feedback text box 
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Announcements 

Announcements allow you to post important course information to students directly in 

Brightspace.  Students see announcements when they log into Brightspace and access the 

course.  These announcements are only visible in the LMS and are not emailed to students 

unless students modify their notification preferences.  
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1. From the course homepage, click the drop-down to the right of Announcements 

and select New Announcement from the drop-down. 

 
2. In the Headline textbox, enter a title for the announcement. In 

the Content textbox, enter the message you would like to communicate to the class. 

 
3. Scroll down to access additional options. 
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1. If you would like to create an announcement but not post it right away, set the Start 

Date to a future date and time. 

2. If you would like the announcement to disappear after it is no longer relevant, set the End 

Date to a future date and time. 

3. If you would like to include a file with your announcement, select one of the Attachments. 

 

4. Click Publish when you have finished creating the announcement.  

Email Your Class 

Course Announcements appear on the Course Home tab of your course.  If you would like to ensure 

students receive course announcements as emails regardless of their chosen notification preferences, 

you must email a copy of the announcement via the Classlist. 

1. From the course navigation bar, click Classlist. 

 
2. From Classlist, click Email Classlist. 

 

Discussions 
Discussions in Brightspace consist of forums, topics, and threads; threads are further broken 

down into posts and replies. 
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• A forum can be thought of as container in which 

discussions are organized. An empty forum does not 

allow students any way to participate. It must have 

topics inside of it for discussion to take place. 

• A topic is where the discussion prompt will reside and 

where the conversation will take place through threads. 

• A thread is created when an instructor, teaching 

assistant, or student initiates discussion per the original 

prompt; this initial entry and each individual reply are 

referred to as posts in Brightspace. 

An example of this structure might look like a “Weekly Reading Reflections” forum containing a 

different topic for each of the weekly readings. Within a topic, students would create threads to 

post their original response to topic prompt and would create replies to respond to the threads 

of their peers. 

 
Create A Discussion Forum 
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1. From the course navigation bar, click Course Tools and select Discussions from the drop-

down. 

 
2. Click New and select New Forum from the drop-down. 
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3. Enter a Title for the forum and, optionally, a Description. 

 
 

4. Scroll down and review the forum Options. Options set at the forum-level will apply to all topics 

within the forum.  Similar options will be available at the topic-level when creating individual 

topics. 

 
 

5. Click the Restrictions tab to review the availability of the forum. Similar options will be available 

at the topic-level when creating individual topics.  When finished, click Save and Close. 
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Create A Discussion Topic 
1. Navigate to the Discussions, click New and select New Topic from the drop-down. 

 
 

2. Enter a Topic Title and select the Forum that will house the topic you are creating 

or click Create Forum to create a new forum for the topic.  
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3. If the discussion will be graded, click within the Grade Out Of box and enter the point value of 

the discussion. An In Grade Book indicator will appear confirming a grade item for this 

discussion has been added in the grade book. 

 
4. Optional: Click the In Grade Book indicator and select one of the following: 

• Edit or Link to Existing - to edit the newly created grade item properties such as category 

or connect to an existing grade item previously created in the grade book. 

• Not in Grade Book - to associate a point value with this discussion that will not be 

included in the grade book. 

• Reset to Ungraded - to remove all scoring 
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5. Optional: Add a Description. The description is typically used to indicate to students what 

criteria should be included in their responses to the prompt and/or the question prompt itself. 

6. Click Availability Dates & Conditions at the right side of the screen to set Start Date, End 

Date, and Due Date as well as any Release Conditions or Restrictions. 
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7. Select your preferred options from the Post & Completion area at the right side of the screen. 

 
8. From the Evaluation & Feedback area, you can add a rubric by creating a new rubric or 

selecting an existing one. 

 
9. When you are finished, click Save and Close. The topic will display within the designated forum 

in the discussion list. NOTE: The default student visibility for new topics is "Visible"; you can 
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toggle the slider to the right of the Cancel button to hide the topic. 

 
Add The Discussion To A Content Module 

The Discussions area under Course Tools lists all of the discussions in the course.  You can insert 

them into any Content module to list them with related content. 

 

 

Grade Discussions 
1. From the course navigation bar, click Content and navigate to the module location where the 

discussion should reside. 

 

2. Click Existing Activities and select Discussions from the drop-down. 
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3. Locate and click the discussion forum in which the topic resides. 

 
1. Click the name of the discussion topic you would like to insert. 

On your course homepage, navigate to Discussions. 
 

 
2. On the Discussions List tab, click the drop-down menu next to a topic name and select Assess 

Topic. 
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3. A new page loads that lists learners who have posted a thread to the chosen topic. Filter users 

by Sections or Groups if needed. Click Topic Score under a learner's name to evaluate a topic 
and provide individual feedback. 
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4. Once the thread has loaded in a new page, enter the following: 

• In the Overall Grade field, add the learner's grade. 
• In the Overall Feedback field, add your comments or feedback. 
• Use the Attachments section to add text and audio-video files. 

 

Note: Learners can review feedback files in the discussion or in the Grades 
tool. 

5. Do one of the following: 
• Click Publish for the learner to be notified of their activity grade. 
• Click Save as Draft to publish the grade and feedback later. 

 

 

Note: You cannot publish or save your draft if the Overall Feedback field 
exceeds 300,000 characters. If the Overall Feedback field exceeds the 
character limit or if the Grade field contains an invalid grade, a dialog pops up 
and the tooltip "There is one or more errors in the information entered appears" 
when you try to save or publish. 
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•  

 

 

 

Note: When evaluating Discussion from the Evaluation page, you can click and drag 
the boundary between the Post pane and the Overall Feedback pane to change the 
size of each. If you reduce the size of the Overall Feedback pane past a break point, 
the icons change in appearance. The File Upload, Attach Link to Existing 
Activity, Attach Weblink, Attach from One Drive, Record Audio, and Record 
Video icons change to only show Attach, Record Audio, and Record Video icons as 
part of the adaptive experience. You can click Attach in this case to access the same 
options. 

You can save time by providing bulk feedback to multiple learners directly from the Assess Topic page in 
Discussions. This feature allows you to add feedback to selected learners or all learners simultaneously, 
streamlining the evaluation process. 

To provide feedback to selected learners 

1. Navigate to Discussions. 
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2. On the Discussions List tab, click the drop-down menu next to the related topic's name and 
select Assess Topic . 

 
3. Filter users by Sections or Groups if needed, and select the learners you want to provide 

feedback to, then click Add Feedback. 
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4. Enter your feedback and click Save. The feedback is saved as a draft. 

 
 

 

Note: If you add feedback for learners who already have feedback, an inline 
message will appear warning you that their existing feedback will be overwritten. 
If you attempt to save blank feedback for learners who already have feedback, a 
separate confirmation dialog will appear. 

5. To publish the feedback, select the users you provided feedback to, and click Publish. The 
feedback Status for selected learners will change to Published. 

 
To provide feedback to all learners 

1. Navigate to Discussions. 
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2. On the Discussions List tab, click the drop-down menu next to the related topic's name and 
select Assess Topic. 

 
3. Click Add Feedback to All. 
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4. Enter your feedback and click Save. The feedback is saved as a draft. 

 

 

Note: If you add feedback for learners who already have feedback, an inline 
message will appear warning you that their existing feedback will be overwritten. 
If you attempt to save blank feedback for learners who already have feedback, a 
separate confirmation dialog will appear. 

5. To publish the bulk feedback, click Publish All Feedback. The feedback status for all learners will 
change to Published. 
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Create A Grade Item From The Gradebook 
1. From the course navigation bar, click Grades. 

 
2. From the gradebook navigation bar, click Manage Grades, click New, and select Item from the drop-

down. 

 
3. The New Item screen will appear. Here, you can choose what type of grade item you want to create: 

• Numeric grades are point-based 

• Selectbox allows you to grade based on level of achievement 

• Pass/Fail uses a simple pass/fail grade schemes 

• Formula allows you to grade based on an Excel-like formula 

• Calculated grades sum achievements across multiple grade items 

• Text allows you to enter text-only comments 

 

Enter Grades From The Gradebook 
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1. From the gradebook navigation bar, click Enter Grades. 

 
2. Click the drop-down icon to the right of the column name and select Enter Grades from the drop-down. 

 
3. Click within the grade box corresponding to the student and enter a grade When more than one 

student is enrolled, you can press enter to move to the next student and enter grades in succession. 

 
4. To enter feedback for a student, click the pencil icon within the feedback box. In the Grade Feedback 

window, enter your comments.  You can also add Private Comments for other graders.  Click Save when 

finished.  
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5. When you are finished entering grades and feedback, click Save and Close. Select Yes when prompted 

to save changes and continue. 

 

Create A Quiz 
1. From the course navigation bar, click Course Tools and select Quizzes from the drop-down. 
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2. Click New Quiz near the top-left of the screen. 

 
3. Enter a name for the quiz. 

 

4. Click the Add Existing drop-down.  From here, questions can be uploaded from a compatible file type or 

searched for from the question library, if previously created.  

 
5. Click the Create New drop-down.  From here, you can create new questions, sections, or question 

pools.  Sections allow you to group similar questions together.  Question pools allow you to randomly pull 

a specified number of questions from a pre-existing section of questions.  Question pools assist in 

randomizing quiz questions for students.

 
6. After all questions have been added to the quiz, you can connect the quiz to the gradebook 

by clicking the Not in Grade Book drop-down and selecting Add to Grade Book.  This will create a 
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grade item for this quiz in the gradebook. 

 
Availability Dates & Conditions 

1. From the Availability Dates & Conditions section, you can set the Start Date and End Date of the 

quiz.  This is optional.  The Start Date establishes when students will be able to enter the quiz and begin 

answering questions. The End Date establishes when the quiz will no longer be available for students to 

enter.  From the center of the page, you can also set the Due Date of the quiz.  Quizzes submitted after 

the due date will be marked late. 

 
PLEASE NOTE:  The quiz must be made Visible in order for it to become available to students during the 

timeframe you establish.  When a quiz is made visible, students will see the quiz exists, but will not be 

able to enter it until the Start Date/Time you establish.  If the quiz is hidden, students will not be able to 

see the quiz exists. 

 
2. Release Conditions enable you to restrict the visibility of a quiz until students have met one or more 

established criteria. An example of this might be creating a release condition requiring that students have 
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submitted to an assignment.  Once they submit that assignment, the quiz will become visible to them. 

 
3. Special Access settings enable you to extend or set alternative availability of a quiz for specific students. 

This is often used if students are unable to complete the quiz during the established timeframe due to 

illness or other conflicts. For information on establishing DRC-related time accommodations, please 

visit Purdue’s Brightspace documentation webpage.  

4. Password enables you to set a custom password for the quiz.  When in use, students will be prompted to 

enter the quiz password before entering the quiz.  This feature is often used for proctored exams or 

exams that will take place in-person.  The instructor or proctoring software then shares the password at 

the start of the exam. 

 
5. IP Restrictions enable you to restrict access to a Brightspace quiz to a specific IP range.  This could 

theoretically be used to restrict access to the quiz to a specific computer lab. 

 

PLEASE NOTE: We do not recommend using this feature. 

 
Timing & Display 

https://www.purdue.edu/brightspace/Documentation.php
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1. Set time limit enables you to establish how long students have to complete the 

quiz.   

2. Timer Settings enables you to set whether the quiz should be asynchronous or synchronous.  You can also 

establish how you would like the quiz to function once the time limit is up.

 
3. Paging allows you to customize how questions are presented to students in the quiz. 
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4. Shuffle quiz questions and sections... will provide each student with the questions in a different order than 

their peers receive them. 

 
5. Display options allow you the ability to provide students with hints on questions.  If used, you must 

establish these hints within each question of the quiz.  You can also disable student access to email, 

instant messages, and alerts within Brightspace.  This does not prevent students from accessing email or 

other messaging tools outside of Brightspace. 

 
6. Header and Footer allow you to customize the appearance of the quiz and provide any details that should 

always be visible to students during the quiz. 

 
Attempts & Completion 

1. Attempts enable you to customize how many attempts a student should have on a given quiz.  If more 

than one attempt is allowed, you can customize how the grade should be recorded in the gradebook. 

 
2. Category enables you to group similar assignments together.  Assignment categories are displayed from 

Course Tools > Assignments.  These categories do not correspond to the gradebook in anyway. 

 
3. Notification Email enables you to list the email address(es) of individuals who should be notified via 

email everytime a submission is made to the particular assignment.  This feature is not commonly used in 
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academic courses as instructors will see an indicator within Brightspace when an new submission has 

been received. 

 
Evaluation & Feedback 

Brightspace is able to auto-grade many question types such as multiple choice, true/false, multi-select, 

etc.  Question types such as Written Response, require instructors to review and assess manually.  Instructors 

can customize when/if grades are published to the Brightspace gradebook and when/if any feedback is released 

to students. 

1. Auto-publish attempt results immediately upon completion will publish the grade of all questions able to be 

auto-graded by Brightspace immediately upon students submitting their attempt.  Question types that 

cannot be evaluated by Brightspace will be marked 0 until evalauted by an instructor or TA. 

 
2. Synchronize to grade book on publish will push the student's grade to the gradebook once evaluated.  

 
3. You can customize whether or not students should see their attempt grade immediately upon submitting 

their quiz.  And also if they should see any information regarding the questions they got correct or 

incorrect. 
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4. Alternatively, can also choose to release feedback to students at a later date/time (i.e. after the quiz has 

ended or after all students have submitted).  To do this, click Customize Quiz Results 

Displays and click +Additional View. You can establish the date/time students can return to the quiz to 

access their feedback, establish the level of feedback to be provided, and determine if you would like the 

class statistics released.  When finished, click Create and then click OK. 

 
PLEASE NOTE:  Students will only be able to view quiz answers and feedback by going to Course 

Tools > Quizzes.  These details will not be available to them from the gradebook. 

  

Add A Quiz To A Course Module 

The Quizzes area under Course Tools lists all of the quizzes within the course.  You can insert them into a 

Content module in order to list them with related content. 
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1. From the course navigation bar, click Content and navigate to the module location where the quiz 

should reside. 

 

2. Click Existing Activities and select Quizzes from the drop-down. 

 
3. Locate and click the quiz you would like to insert. 

 
 

 
 

AdditionalHelp
For additional help, please contact the Morris Brown College Service Desk: 

• Email: servicedesk@morrisbrown.edu 
• Email: brightspace@morrisbrown.edu 

 
 

You can learn more about the Morris Brown College Service Desk by visiting the MBC Help Hub. 

 

mailto:servicedesk@morrisbrown.edu
https://support.morrisbrown.edu/home/
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