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Managing Requests for Extra Time or Attempts in 
Quizzes and Assignments 
When a student has an accommodation for additional time or test attempts, you can manage it through the 
special access link in the Assignments or Quizzes tool in Brightspace. In each case, you begin from the Availability 
Dates and Conditions panel in the appropriate assessment tool. The Discussions tool will allow you to manage 
access to discussion forums and topics by group. 
 
• To begin, create a new Assignment or Quiz. When you have completed the basic set-up, open the Availability 

Dates and Conditions on the right-hand menu. YOU will see a panel named Special Access in both the quiz and 
assignment tool. 
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Managing Special Access for Quizzes 
• Open Manage Special Access and select one of two options. To manage options within the Quiz, including time 

and attempt limits, click the Allow selected users special access to this quiz ; to restrict access to the Quiz 
altogether (for a makeup quiz, for example), click Allow only users with special access to see this quiz (1). 

• Click the Add Users to Special Access button to select your options and users (2). 

 
 
• Modify due date, time, and date restrictions, timing (length of time the student can access the test, as well as the 

length of time they can have to complete the test) and attempts.  
• If you choose to modify the number of allowed attempts, you have the option of setting advanced attempt 

conditions, such as minimum and maximum scores as a condition for additional attempts.
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• Select User for special access from your class list by clicking the checkboxes next to their name  
• Click Save. 

 

Managing Special Access for Assignments 
• Open Manage Special Access and select one of two options. To manage time and date restrictions, click the Allow 

users special access to submit outside the normal availability dates for this folder; to restrict access to the 
Assignment altogether (for a makeup assignment, for example), click Allow only users with special access to see 
this folder (1). 

• Click Add Users to Special Access (2). 

 
 
• On the next screen, add dates and times (1) and users (2).  
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• Click Save when done. 
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