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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:

o Access D2L Brightspace.

e Understand the Home Page.

e Use the Calendar tool.

e Use the Email tool to read and send messages.

e Use the Coursework tool.

e Understand the features of the Assignments tool.

e Participate in class discussions via the Discussions tool.
e Take an online assessment via the Quiz tool.

e Check your grades in the Grades tool.



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.
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https://morrisbrown.brightspace.com/

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:

e 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.
e Course Tiles - “My Courses”
Direct access to all courses you are assigned to teach, including current, upcoming, or past
courses.
e Alerts and Notifications
System alerts, reminders, or updates related to activity across your courses.
e Calendar or Upcoming Events
A consolidated view of important dates pulled from your courses and the academic calendar.
e 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.
o 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



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.
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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

ooo
ooo

1. Waffle Icon (App Launcher) 200

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.

b a

Search for a course Q,
SPA 101 Elementary Spanish | Section WAOQ1 Fall 2025 - CO.SPA101.WA.01.FA2025 1
SOC 350 Social Gerontology Section WS01 Fall 2025 - CO.SOC350.WS.01.FA2025 1
SOC 302 Social Research Methods Section WS01 Fall 2025 - CO.SOC302.WS.01.FA2025 1

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)



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.

Profile I
Notifications

Account Settings

Progress

English (United States)

Log Out

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.



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



Profile
The following explains how to adjust your profile.

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

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

|

Notifications
Account Settings

Progress
English (United States)

Log Out

3. The Edit My User Profile screen will appear.
Edit My User Profile

Student Name

Change Picturs
Awards Showcase

Personal Info

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.

10



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.
EONEEE 2 =29 0 | ko)

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

Profile I

I’NotificationsjI
Account Settings

Progress
English (United States)

Log Out

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.

11



Contact Methods
Gmail Address \

‘ Send email notifications to: karrah.ray@morrisbrown.edu &

Change your email settings

“ J
ﬁummar\/ of Activity
Email me a summary of activity for each of my courses
How often? At what time? * On which day?
Weekly ~ 7:00 AM Monday -
Instant Notifications Email

Activity Feed - new comments from others on a post
Activity Feed - new posts created by others

Annot - updated

4

Annot - new annot

released Cat

_J

Assignments - assignment due date or end date is 2 days away

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.

MOR ROWN ooo
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2. Click on Account Settings.

Profile I
Notifications

@ b}
| Account Settings |

Progress
English (United States)

Log Out

3. The Account Settings screen will appear with options to adjust the Font, Dialog, HTML
Editor, Reading Content, Video, and Locale & Language settings.



Account Settings Reading Content

Account Settings  Discussions  Emall  Metadata

tomatically mark ftems a5 read a5 the page scrolls

General Settings . .
Video Settings

SptemEmait.  karrahray@morrisbrown.edu  Change Emall
Password;  TUTUUT Change Password
| Optimiz
Pronouns
Locale & Language
rtorrd Lacat a anguagn
Pronaun.

() Allow others to see my pronouns

Her, He /Him, They/Them Default

12 Hour AM/PM)

Default -« (Sunday) ~

Font Settings
Fo

own fox iumos over the lazv dos. = Default - (M7diyyd -~

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.

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

I [ [search for a course Q l
SPA 101 Elementary Spanish | Section WAO1 Fall 2025 - CO.SPA101.WA.01.FA2025 1
SOC 350 Social Gerontology Section WS01 Fall 2025 - CO.SOC350.WS.01.FA2025 3
[
SOC 302 Social Research Methods Section WS01 Fall 2025 - CO.SOC302.W5.01.FA2025 3
SOC 211 American Government Section W501 Fall 2025 - CO.SOC211.WS.01.FA2025 'S

SOC 101 Introduction To Social Science Section WS01 Fall 2025 - CO.SOC101.WS.01.FA2025 1

PSY 443 Internship | Section WAQ1 Fall 2025 - CO.PSY443 WA 01.FA2025 3

3. The Course Home Page will appear.

13



wivee  PSY 315: Social Psychology B = @ O

. Student Name @

Coursework Course Tools ~  Instructor Tools ~»  Virtual Class Class Progress  Student Support ~
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Erica Austin posted on Feb 9, 2026 11:16 AM

@ Global
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ANNOUNCEMENT
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| HISTORY

Single Profile Widget

'Community

Pastor Winston
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Pastor, Entrepreneur, and
. ity Activis

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.

Day Week Month List & Print £ Settings + Subscribe Search Events Q

¢ > Today and tomorrow All Calendars (1) ~ < February 2026 >

m Set Dates Import Events Sun Mon Tue Wed Thu Fri Sat
“ Course Category 1 2 3 4 5 6 7

8 9 10 11 12 13 14

No events scheduled
15 16 17 18 19 20 21

22 23 24 25 26 27 28

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.

14



1. Click on a bolded day on the calendar to view events

for Thursday, February 12, click on February 12t

Sun

15

22

Mon

16

23

February 2026
Tue Wed Thu
3 4 5
10 11 12
17 18 19
24 25 26

Fri

13

20

27

. For example, if you want to view events

Sat

14
21

28

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.

15



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

Agenda “ Week Month List a Print a Settings o Subscribe Search Events Q
¢« >  way  Feb 21,2026 Al Clencars (1) February 2026 N
Sun Mon Tue Wed Thu Fri Sat
all day
1 2 3 4 i -] 7
8:00 AM 8 ? 10 11 12 13 14
15 16 17 18 19 20 21
9:00 AM
22 23 24 25 26 27 28
10:00 AM
11:00 AM
12:00 PM Tasks
Add a task...
1:00 PM
2:00 PM

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

Agenda Day Week Month List

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.

16



2.

all day

8:00 AM
9:00 AM
10:00 AM
11:00 AM
12:00 PM
1:00 PM
2:00 PM
3:00 PM

4:00 PM
€

Feb 21, 2026

All Calendars (1) w

Tasks «

Add a task..

February 2026

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

Tasks ~

Study for Exam

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.

Tasks (3) =

Study for Exam

Study for Test

17



Tasks Details

Study for Exam

No due date

Add a note...

6. Enter a date when the task should be complete.

Tasks Cetails

Study for Exam

I 12/4/2015 I & X

7. Click the Save button.

Tasks Details

Study for Exam

12/4/2015 *‘5

8. The task will be added and the due date will be set.

18



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.

o0

CBITER HONR 110: Honors Seminar | B =

o
(]

2. Click on Go to Email.
2 & A

l BB Instant Messages % Email

No items found.

ooo
ooo

o
D
o

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

ooo I Donovan MeKelvey
B 2o o B &

MOIRIS BROWN
COLLEGE
Announcements Discover Brightspace YouTube for Students Tutoring Student Support ~ Library Services More «

£ Settings

Compose New Message

[ 5o ] Adress Book Sent Ml
o

Add CC or BCC

Subject
Morris Brown College >

Body

Paragraph v B ] U~ A =v =~ % L B I~ B +v LoReomm. v 19~ T @ = R e X

Sending an Email
The following explains how to send an email to your instructor or classmate.




Address Book

New Contact
Select one or more recipients, then click on the To, Cc, or Bec links to add them
to the Recipients area. Once you select all your recipients, click Add Recipients
to add these recipients to your new message.

Recipients:

To:

Cc

Bec

Filter BY: | gystem Contacts - Folder:| address Book ~

1. The Compose New Message window will appear on your screen. To send an email, click the
Address Book.

MORRIS BROWN

ooo Donovan McKelvey
COLLEGE ggg B é] @ as Student

Announcements Discover Brightspace YouTube for Students Tutoring Student Support + Library Services More ~

Compose New Message 2 setings

m Address Book Sent Mail

To

Add CC or BCC

Subject | .
Morris Brown College >
Body
Paragraph v B I U~ A& =+v =v 8 L B Yv v + v latoRecomm.. v 19x(. v P @ = B 2

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

20



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

Folder:| pddress Book

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.

B I Uv 4 =v Ev 53 & @ Iv B +~ Lemkeonn ot T ® = R -3

8. Click the Send button. Your message will be sent and you will be redirected back to the /Inbox.

21



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.

Coursework Course Tools v~ Instructor Tools ~  Virtual Class Class Progress Student Support v

What the Coursework Tool Is

The Coursework tool allows instructors to:

o 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.

22



2. Enter a clear, descriptive module title.

3. Press Enter to save.

Best practice:

o 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:

o Upload/Create
Upload files such as PDFs, Word documents, or PowerPoint presentations, or create pages directly
in Brightspace.

o Create alLink

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

o Ensuring materials appear in a logical order

Best practice:

« Place overview or instruction pages at the top of each module
o 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:

« Setstart 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:

23



o Use View as Student to confirm visibility
o 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 | 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.

Class Progress | Course Tools v | Help «

Course Admin

a
Atltendance

2. Click New Assignment.
Assignments

Have Anvigremont Edit Categories More Actions W

o

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:

24



o Editor 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.

e Reset to Ungraded to remove all scoring.

e Ot OF e Date

1

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

¥ InGradebook v [ |

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

B [ U iy S m s

in 4 S B8 & H =

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

Avallability Dates & Conditions -

..............

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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e Isanindividual or group assignment
o Should belong to an assignment category
o PLEASE NOTE: This setting is unrelated to the grade
o Is a File Submission, Text Submission, an On Paper Submission, or an Observed in Person

assignment

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

submission

o Should send a notification email each time a student submits

Submission & Completion

Assignment Type
0 Individual Assignment

) Group Assignment

Category

v

‘ Mo category

Submission Type

‘ File submission

Files Allowed Per Submission
(®) Unlimited

() oneFile

Allowable File Extensions @

Mo Restrictions

Submissions
(@) All submissions are kept

() Onlyone submission allowed

) Only the most recent submission is kept

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.

m iy i =

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.

[ Existing Activities v J 7 Bulk Edit

3. Locate and click the assignment you would like to insert.
Audd Activity b

R a

Create New Assagnment
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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.

Training Course57 . i

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.
Assignments

M Assigriment Edit Categories

25 Dl Lol
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2. Click the Availability Dates & Conditions section near the top-right of
the screen.

Availability Dates & Conditions b

Submission & Completion b

Evaluation & Feedback g

Mo rubric adde

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.

Start Date

=

End Diate

|

Release Conditions

Users ar t able to aooess or view the assignment

Add Release Condition w

Create Mew

Add Existing

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.

Class Progress | Course Tools ~| Help ~

Course Admin

Announcements

Assignments

Attendance

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.

MNo Catepory
ik

3. Inthe right panel, click Availability Dates & Conditions to expand the settings.

Availability Dates & Conditions D

Always available

Submission & Completion P

File submission
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4. Click Manage Special Access.

Release Conditions

Users are not able to access or view the assignment
unless they meet the release conditions.

Add Release Condition s

Special Access

Special Access allows assignments to be available to
only a select group of users or individualized due
dates for certain users.

Manage Special Access

5. Click Add Users to Special Access.

Manage Special Access

(®) Allow users with special access to submit outside the normal availability dates for this folder

() Allow only users with special access to see this folder

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.

Users

‘ Q, | Show Search Options

[ First Mame a , Last Name

‘ |Z| Training Student

PLEASE NOTE: If you do a search to find the student, check the box next to their name and then
31



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

g0 back to again set the special access properties. Doing a search removes the settings.

Cancel

8. Click Save and Close.

Grade an Assignment

1.

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

Submissions.
Assignments
Edit Categories
% Bulk Edit
O

No Category

Experi

Due on.  Edit Assignment

Hide from Users
HwW 2

Dueon, Delete Assignment
Copy Assignment

Copy to Other Courses

Submission Log

Maore Actions s

MNew
Submissions

Assignment

[

Completed

5/7

/7

1/7

Evaluated

1/7

1/7

077

@ Help

Feedback
Published

1/7

0/7

077

20 per page v



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

Assignments » HW 1 » Submissions

HW 1 - Submissions

blish A Edit Assignment Email Users Without Submissions

Users Submissions
[ Search For... Q, | Show Search Options
) Download  +f Email 8 MarkasRead 3% MarkasUnread g Delete

D Learner &

(] Stud, Vandy

p 8| Generative Al in Higher Education_ Pros and Con... (5.92 MB)

Add Feedback Files More Actions s

Qs Publish Feedback Q. Retract Feedback 2™ Add Feedback

Delete

Submission Date

Go to Evaluation

[ [}

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

Also see the image below.

information on how to use annotations.

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

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:

a > w0~

video.

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

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

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

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

¢ Back to Submissions H_‘N 1 } User1of7 @
Brightspace Training (Gradebook)

Vandy Stul Generative Al in Higher Educa... «

{ Back to User Submissions

! ) ]
07 rﬂrﬂ Q ® @ Rubrics =

% Research paper aee [

11/12

o B m>» 4+ v 0 X 2 ArCq

Level achieved: Level 4

The Generative Paradox: Advantages

and Disadvantages of Integrating _ © e repes ot mm:.
Artificial Intelligence in Higher headers n a report ke his
Education

Overall Grade Learner View of Grade

9 ¢ ol 917/10-9167%

Overall Feedback

B - B =v=v +vav P K
o]

I. Strategic Overview: The Generative Paradox a: f/
nstitutional Adaptation

The emergence of Generative Artificial Intelligence (GenAl) presents higher education
institutions with a profound challenge: how to harness a technology that offers unparalleled
efficiency and personalization while simultaneously threatening the core tenets of academic
integrity and cognitive development. This technology is not a temporary disruption; it
represents a fundamental, permanent shift in the educational landscape. The Al education
market is projected to quadruple from $8 billion to $32 billion by 2030, a clear indication that
institutions must adapt immediately.' As one associate professor noted, "Al is not going
anywhere,” necessitating that institutions “avoid the head in the sand” approach and
proactively manage its intagralion.:

Good job overall. Your information is through and

I presented well. In terms of format, you could do
better in terms of section headers. You should focus
more about getting to the point of your paper and
less about the overall length.

Also, be sure to double-check your APA formatting
of references for the next paper.

The Central Contradiction: Efficiency Gains vs. Existential Risks

The most critical strategic tension facing higher education is captured in the contradictory
data surrounding GenAl use. On one hand, GenAl functions as a formidable learning
accelerator, delivering measurable academic gains. For instance, 95% of students report their
grades improved with Al assistance, and adaptive learning platforms have demonstrated test
score gains of up to 62%." Furthermore, students using personalized Al platforms extend their
daily engagement with leaming by 41.5%, increasing average study time from 34.80 minutes
t0 49.25 minutes per day.’

File Upload

Existing Activity

Conversely, this academic acceleration is coupled with a severe crisis of integrity. The United
States records a 30% plagiarism rate in academic content, and discipline rates for suspected

Al-related plagiarism jumped sharply from 48% to 64% in a single school year.' Weblink
This dynamic suggests that GenAl's immediate utility is often rooted in optimizing output Google Drive
OneDrive

El - 0

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.

HW1 @ User5of 7 @
Brightspace Training (Gradebook)

Vandy Stus | Generative Al Use by Universi.. |

{ Back to Submissions

¢ Back to User Submissions

N LY.
L] Rubrics ©

v O Domtemicai
v S load Original @ Research paper ars 3
<> Download Annotations

Mot scored

Generative Al Use by University Staff: Current

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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Assignments » HW 1 » Submissions

HW 1 - Submissions

Publish All Edit Assignment Erail Users Without Submissions Add Feedback Files More Actions
Users Submissions
[ Search For... Q, ] Show Search Options

) Download [ «f Email & MarkasRead &5 MarkasUnread g Delete @, Publish Feedback @ Retract Feedback 3™ Add Feedback

Learner &

Submission Date Delete

Go to Evaluation

Stul, Vandy
Draft Saved
i & Generative Al in Higher Education Pros and Con... (5.92 ME) a
Go to Evaluation

Stu2, Vandy
Published
&l 8 Generative Al in higher education.docx (20.28 KB) ]
Stu3, Vandy Go to Evaluation

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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Rubrics L

% Research paper wee b

11712
Lewvel achieved: Level 4

Owerall Grade Learner View of Grade

¢ al 917/10-9167%

Owerall Feedback

Para.. v B~ =~ E~v 4+~ M~ P cee RA

=~

o C

Good job overall. Your information is through and
presented well. In terms of format, you could do
better in terms of section headers. You should
focus more about getting to the point of your
paper and less about the overall length.

Also, be sure to double-check vour APA formatting ¥
I 4

Existing Activity

Weblink

Google Drive

OneDrive

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.



1. From the course homepage, click the drop-down to the right of Announcements

and select New Announcement from the drop-down.

Announcements|

Go to Announcements Tool
There are Create

MNew Announcement

Reorder Announcements
RSS
Notifications

Collapse this widget

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.
New Announcement

General

Headline *

‘ Assignment 3 Postponed

Content ™

O & f - Paragraph ~ =] I u - = Font Family Font Size ~ n -

i
]

Due to class being cancelled today (3/12), Assignment 3 will not be due tonight at 11:59PM. It will instead be due 3/24 at 11:59PM.
Have a happy and safe Spring Break everyone!

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.

Course Home Content | Classlist| Grades Class Progress Course Tools v Help v

2. From Classlist, click Email Classlist.

Classlist
Class Engagement Enroliment Statistics Email Classlist
A_H Students Instructors Course Support
View By:| User v Apply
Q, | Show Search Options
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.

Unit 1 Discussions v

All discussions from the first 4 weeks of class will be in this forum.

Topic Threads Posts Last Post

Group Discussions - 9/25/17 ~ 0 0
&% Group/section restrictions.

During class today we split into groups, and | gave each group a topic to discuss.
Each student should start a thread with their opinion on today's topic, and respond

at least two of their group members’ thread for participation credit.

Research Topic - Due 10/4/17! ~ 0 0

Please start a thread in which you state what your research topic will be. You must
tell me the person, genre, or work that you have chosen. Research topics are due
on October 4th!

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

down.

Course Home Content Classlist Grades Class Progress | Course Tools ~ | Help +

Course Admin

Announcements

Assignments

Training Course5é

Attendance

Awards

Announcements w .
Checklist

Discussions

There are no announcements to display. Create an ¢
Enrollment Manager

Groups

Intelligent Agents >

2. Click New and select New Forum from the drop-down.

Discussions

Discussions List Subscriptions Group

New Topic

Lodllict Luudlige v



3. Enter a Title for the forum and, optionally, a Description.
Title *

Describe some of the early influences to the style of jazz music. ‘

Description

O &S 2~ Paragraph ~ B I

Ic
4
141

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.
QOptions

I:I Allow anonymous posts @
I:I A moderator must approve individual posts before they display in the forum @

I_I Users must start a thread before they can read and reply to other threads in each topic @

I:I Display forum description in 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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Properties Restrictions
e ——

|_| Hide from Users

Availability

(] Has Start Date

|_| Has End Date

Create A Discussion Topic

1. Navigate to the Discussions, click New and select New Topic from the drop-down.

Discussions

Discussions List Subscriptions Group
New Forum )proved

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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£ Back to Manage Discussions MNew Topic

Topic Title *

| Describe some of the early influences to the style of jazz music.

Forum *

| Week 1 o Create Forum

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.

Topic Title *

Describe some of the early influences to the style of jazz music.

Forum *

Week 1 e Create Forum

Grade Out OF

10 |pc-|r1:s T In Grade Book w

Description

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

o 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.

« Notin 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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Grade Qut OF

10 points ? In Grade Book w

Description Edit or Link to Existing

Paragraph -

le—ms
{

LY
Tl

Mot in Grade Book

Reset to Ungraded

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.
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.

Availability Dates & Conditions v

Start Datbe

& |

End Date

= |

Release Conditions

Users are not able to access or view the discussion

topic unless they meet the release conditions

Add Release Condition w

Group and Section Restrictions

Restrict this topic by group or section

Manage Restrictions

Post & Completion b

Mo settings applied




7. Select your preferred options from the Post & Completion area at the right side of the screen.

Availability Dates & Conditions [+

Alweays availahle

Post & Completion -

i@} Default participation

{3 Allow learners to hide their name from
other learners

Y Learmers st stark & thread hefore they can

wigw ar reply to other threads

| Posts must be approved before they
display in the topic

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

selecting an existing one.

Evaluation & Feedback -

Rubrics

Add Rubric s
Learning Objectives

Mo e irning obyectives

Manage Learning Objectives

Evaluate Posts

| | Allow evaluation of inddual @
posts

| | Allow learners to rate posts

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.

Save and Close Save Cancel Visible

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.

Add a description...

Upload / Create Existing Activities w* f’; Bulk Edit

Add Kaltura Media

i Heavy equipment pre

Assienment
|B AssIgnment R
Assignments

@ Duc last Friat 11:59 PM
Checklist

Chicago Business Press Content Selection

Discussions

External Learning Tools

Add a sub-module...

Google Drive

HBP Catalog Activate
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3. Locate and click the discussion forum in which the topic resides.
Add Activity X

(<] ~ | a)

Discussions

® Learner Lounge >
a Learner Lounge >
Iﬂ Testing >
-ﬂ Student Questions >
' Week 1 >

Create Mew Discussion Forum
Manage Discussions (Opens in a new Tab)

1. Click the name of the discussion topic you would like to insert.
On your course homepage, navigate to Discussions.

DL [ T L

®  BRIGHTSP/CE  AStronomy B o2 2 L e

Course Home  Content  Assignments | Discussions | Quizzes  Classlist  Grades  Checklist  CourseTools »  Maore «

Astronomy

Announcements W Calendar  w

Friday, September 30, 2022 [&
There are no announcements to display, Create an announcemendt.

Upcoming events -

OCT 4159 PM
CER Create a post.. 14 Big Bang Theary

Assignment - Due

P i Y OET  1L5YPM
‘ - = e :// adrr 23 ARcient Astronomer
ot L Research Assignment -
o Due

2. On the Discussions List tab, click the drop-down menu next to a topic name and select Assess
Topic.
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2L -
®  BRIGHTSP/CE  AStronomy B =20 o B ®
Course Home  Content  Assignments  CHSCUSS  yu Tonie Grades  Class Progress  Course Tools » Mare w
Discussions Wiew Topic in Grid View £ sctivgs @ Help
Edit Topic

Discussions List Subscriplions Graup and Section R

Hide from Users

Mo Maong Actions
Wiew Tegie Stalislics
Filter by:  Unread  Unapproved Asseas Topic b Expand All Forues
iy
Manage Exemptions
Class Discussion about the Big | _

Subscribe
Diadate

Topi: Thriads Posgs Last Prst

Class Discussion about the Big Bang Theory . ﬂ WMichasl Bluth

1 1{1}

T incudes assessment. July 37 at 444 PR

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.



Assess Topic - Is the solar system accurately represented in film
and literature?

Publizh All Feedback Retract Al Feedbsck Manage Cobumns Manage Exemptions
Users Asipisments
View By: | User w Aaply
Wil Fiseher Q, | Show Search Options
1 Search Result Clear Search
Wiew Optiors

Show Topic Score  ~

P Publish  § Retract Feedback

Lisiarmer Score Statirs
Wil Fischer
Tonic Seors 07 10 (0%) Mot yet evaluated
[m."c Seaee « Wil Fricher | ;
20 per page W

. Once the thread has loaded in a new page, enter the following:

e In the Overall Grade field, add the learner's grade.

e In the Overall Feedback field, add your comments or feedback.
o Use the Attachments section to add text and audio-video files.

tool.

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

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

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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@ wesan

a, or killer whale, is a toothed whale that s the largest member of the oceanic dolphin family. It is the only extant species in the genus Orcinus. Or

Paragraph B I Uv A =v =v B P 4+~

ex predators with a diverse diet. Individual populations often specialize in particular types of prey. This includes a variety of fish, sharks, rays.

Fantastic work! To get a perfect score, include information about the orca’s
habitat.

ments
% Week 2 Marine Mammals Assessment.docx o

& B8P e a & Record Audio @ Record Video

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 .

L B GHTSP CE Astronomy 101b

Help Content LOR Assignments Grades Portfolio

Discussions

Discussions List Subscriptions Group and Section Restrictions Statistics

=R

Filter by: Unread Unapproved

Module 2: Solar Interactions on Earth «

Topics covering Module 2

Quizzes

Topic Threads
Are sunspots a contributor to global warmirlg? W
oy . - =
@ Group/section restrictions. ? Includes assessment. Musk pos!
Based on what you've learned about the Maunder Mini nurnl View Topic
sunspot activity be related to climate change?
This discussion topic is worth 5 pts and you must post first | Edit Topic
before responding to other participants.

Hide from Users

View Topic Statistics

H +  Assess Topic

General Astronomy 101 Discupsi .

Manage Exemptions
Topic Subscribe ‘hrfads
Course news . Delete

? Includes assessment.

ooo

ooo B

ooo

Grades Classlist

Posts

1(1)

Posts

1(1)

N Emem
o BE== @
Course Admin  Mare ~

£} Settings @ Help

» Collapse All Forums

Last Post

‘.‘_, Chen Yu
Sep 19, 2023 4:05 PM

Last Post

Emily Salazar
February 18 at 7:22 PM

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.

Add feedback for 2 students

Paragraph v« B I U~ & =~

Lato (Recormm._.. + 19| ~

Great job on your discussion! Your response demonstrated a strong

You provided well-reasoned arguments and supported your points with

relevant evamnles whirh added araat valie +n the dicrnscinn Vaor crifical

understanding of the topic, and | really appreciate the depth of your analysis.

A
[ & ]

- >

A

2 students’ feedback will be overwritten

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.

|:| Learner
Emily Salazar
|___| Topic Score
Chen Yu
|___| Topic Score

Aline Souza

|___| Topic Score

Score

Status

10/ 10 (100%)

10/ 10 (100%)

Published: Mar 1%, 2025 11:28 AM

Published: Mar 1%, 2025 11:28 AM

10/ 10 (100%)

To provide feedback to all learners

1. Navigate to Discussions.

Draft: Mar 19, 2025 11:22 AM
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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.

D2L Dop [ 8
f  omaursece | Astronomy 101b B = O N a . 3
Help Content LOR Assignments Grades Portfolio Quizzes Grades Classlist Course Admin Maore ~
Discussions £ Setings @ Help

Discussions List Subscriptions Group and Section Restrictions Statistics

=R

Filter by: Unread Unapproved

» Collapse All Forums

Module 2: Solar Interactions on Earth «

Topics covering Module 2

Topic Threads Posts Last Post
Are sunspots a contributor to global warmirlg? W
l'='1 Group/section restrictions. ? Includes assessment. Musk pos! = )
Based on what you've learned about the Maunder Mini nurnl View Topic 101) ‘.‘ Chen Yu
sunspot activity be related to climate change? | Sep 19, 2023 4:05 PM
This discussion topic is worth 5 pts and you must post first | Edit Topic
before responding to other participants.
Hide from Users
View Topic Statistics
H +  Assess Topic
General Astronomy 101 Discupsi .
Manage Exemptions
Topic Subscribe ‘hrfads Posts Last Post
Course news Deletz 111) Emily Salazar
§ Includes assessment. February 18 at 7:22 PM

3. Click Add Feedback to All.



4. Enter your feedback and click Save. The feedback is saved as a draft.

Add Feedback to all students *
Feedback
Pasgraph v B ] Uv & v Ev M £ +v 52
Lato(Recomm.. v | Wil ~ P ® = R «» O O

Great job on your discussion} Your response demonstrated a strong
understanding of the topic, and | really appreciate the depth of your analysis.

- >

You provided well-reasoned arguments and supported your points with

5 - . e hd
relewvant evamnlac whirh added areat wvalue tn the dicrnccinn Vaor cridieal

BN

3 students’ feedback will be overwritten

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.

@ Publish ?Retract Feedback 8% Add Feedback
]

[l Learner

- Score Status
Emily Salazar

| Topic Score 10/ 10 (100%) Published: Mar 19, 2025 11:28 AM
Chen Yu

I._‘i Topic Score 10 / 10 (100%) Published: Mar 19, 2025 11:28 AM
Aline Souza

I__I Topic Score 10/ 10 (100%) Published: Mar 19, 2025 11:58 AM
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Add Activity x
- v

Week 1 o3

®' Describe some of the early influences to the style of jazz music.

Create New Discussion Topic

Create A Grade Item From The Gradebook

1. From the course navigation bar, click Grades.

Course Home Content Classlist | Grades| Class Progress Course Tools v+ Help v

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

down.

Course Home Content Classlist Grades Class Progress

Enter Grades Manage Grades Schemes Setup Wizard

Iltem

Category
Grade Item

3. The New Item screen will appear. Here, you can choose what type of grade item you want to create:
e Numeric grades are point-based

e Selectbox allows you to grade based on level of achievement

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

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

e (Calculated grades sum achievements across multiple grade items

o 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.

Enter Grades Manage Grades Schemes Setup Wizard

m Export Switch to Spreadsheet View

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

Speaker Serieq I

Properties

Final Grades

Einsl Calrulated Grade Final Adjusted Grade

10/10,100% o
Edit

Enter Grades

View Statistics
View Event Log
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.

Q SetGrades @ Clear Grades 2™ Add Feedback " Exempt " Unexempt = Email

Last Name a , First Name Grade

[P Student, Training  ~» : i

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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Feedback

———
Grade Feedback for Training Student b 4
Feedback
o &= 00 v Format W “es

The questions you asked the guest speaker were very good!

Private Comments
Anyone who can grade this activity can see these comments

o = 00 - Paragraph b wee

Save Cancel
F

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.

Course Home Content Assignments Classlist Grades Class Progress | Course Tools ~| Help «

Checklist

Discussions

Training Course57

Announcements Kaltura Media Gallery alen
Kaltura My Media
There are no announcements to display. Create an announcement 1]

Photo Roster

ours



2. Click New Quiz near the top-left of the screen.

Manage Quizzes Question Library Statistics LockDown Browser

Edit Categories More Actions

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.

Questions EQ, Preview

Add Existing Create New

Upload a File
)regin adding quiz content?

Browse Question Library

xisting or Create New to get started
Import from Learning Repository

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.

Questions E&, Preview
New Question >
Re quiz content?
Section

w to get started
Question Pool

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.

Grade Qut Of

O points Not in Grade Book v = @

Description it or Link to Existing

Add to Grade Book

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.

MName *

) ) Availability Dates & v
‘ Untitled ‘ Conditions
Grade Out Of Due Date
—_— Start Date
0 points | Not in Grade Book ~ @ [ ‘ ( )
o E |
Description
End Date
= |

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.

Release Conditions

Users are not able to access or view the quiz
unless they meet the release conditions.

Add Release Condition s~

Create New
» be available to

ndividualized du
Add Existing

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

Special Access

Special Access allows quizzes to be available to
only a select group of users or individualized due
dates for certain users.

Manage Special Access

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.

Password

Only users who enter this password will be
granted access to write this guiz.

5. [P 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.

IP Restrictions

Manage IP Restrictions

Timing & Display
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1. Set time limit enables you to establish how long students have to complete the

|;| Set time limit

Time Limit *

120 minute(s)

Asynchronous

Auto-submit when time is up

Timer Settings
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.

Timing

Quiz Start

TN - 1
(®) Asynchronous: Timer starts when the learner launches the quiz

When The Time Limit Expires

IZ:_ :ﬁl Synchronous: Timer starts on the start date

[:;:] Automatically submit the quiz attempt

3. Paging allows you to customize how questions are presented to students in the quiz.

Paging

' " . s _sin . H
(_ ) Flag as "exceeded time limit" and allow the learner to continue working

Ii:- ::il Do nothing: the time limit is not enforced

All questions displayed together

1 question per page

5 guestions per page

10 questions per page

Add page break after each section

'

All questions displayed together
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4. Shuffle quiz questions and sections... will provide each student with the questions in a different order than

6.

their peers receive them.
Shuffle Quiz

I_I Shuffle questions and sections within the
quiz. Does not cascade to sub-sections.

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.
Display

(] Allow hints

| | Disable Email, Instant Messages, and

Alerts within Brightspace @

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.

Header and Footer

Manage Header and Footer

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.

Attempts

1 attempt allowed
Manage Attempts
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.
Category

| MNo category ~

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.

Motification Email

To receive notifications when a guiz is attempted, enter
an email address or multiple email addresses separated
by a comma.

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.

|;| Auto-publish attempt results
immediately upon completion
2. Synchronize to grade book on publish will push the student's grade to the gradebook once evaluated.
|7| Synchronize to grade book on
publish
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.
When published, display to learners:

|Z| Attempt grade

and

Mo questions ~

No questions

Incorrect questions only, with correct answers
Incorrect questions only, without correct answers
All questions, with correct answers

All questions, without correct answers

T TS S e e Wi
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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.
Customize Quiz Results Displays X

Additional view comes into effect: -

Display Date *

‘H 10/12/2023 H 12:01 AM ‘

|_| A limited amount of time (in minutes) after submission

Your work has been saved and submitted

Custom Message

Grade
| | Display attempt grade for evaluated questions

Questions

Don't show v

Statistics

| | Display class average

|:| Display grade distribution

Create Cancel

El -

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.

Existing Activities (’; Bulk Edit

HEF-KOSTer

OneDrive

Quizzes
P ———""

Self Assessments

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

Add Activity x

B .

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

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

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