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Using the Assignments Tool 
The Assignments tool helps you create and manage written assignments and file submissions within 
Brightspace. When you use the tool, you will create instructions, connect the assignment to gradebook 
to automatically create a column, and create or modify additional conditions for assignments such as 
adding group assignments or providing special access. Some additional features, such as the ability to 
use Turnitin, are also more easily managed within the Assignments tool. It is also important to note that 
students also have access to Assignments on their home Navbar. 
 

Creating an Assignment 
• To begin creating an assignment, click on the Assignments tool on the Navbar. 
• From the Assignments tool, click the New. 

 
 
• You can also create an assignment within a module by clicking the Upload/Create button and selecting New 

Assignment. An assignment you create in this way will be linked directly to the module where you created it. 
Note: you also create a direct link from any module to an Assignment. The process for doing this will be 
explained further below in Adding an Assignment to a Module.    

https://usc-word-edit.officeapps.live.com/we/wordeditorframe.aspx?ui=en-US&rs=en-US&wopisrc=https%3A%2F%2Fcuny907.sharepoint.com%2Fsites%2FKCELProjectManagement%2F_vti_bin%2Fwopi.ashx%2Ffiles%2Fa0d84389df3246e6a4559ac48b0cf315&wdenableroaming=1&mscc=1&hid=4187b567-158a-471a-92f9-94b06f851704.0&uih=teams&uiembed=1&wdlcid=en-US&jsapi=1&jsapiver=v2&corrid=b8657c71-6aaa-4d83-8d89-5e948b79108f&usid=b8657c71-6aaa-4d83-8d89-5e948b79108f&newsession=1&sftc=1&uihit=TeamsModern&muv=v1&accloop=1&sdr=6&scnd=1&sat=1&rat=1&sams=1&mtf=1&sfp=1&sdp=1&halh=1&hch=1&hmh=1&hwfh=1&hsth=1&sih=1&unh=1&onw=1&dchat=1&sc=%7B%22pmo%22%3A%22https%3A%2F%2Fwww.microsoft365.com%22%2C%22pmshare%22%3Atrue%7D&ctp=LeastProtected&rct=Normal&wdhostclicktime=1744314634775&afdflight=50&instantedit=1&wopicomplete=1&wdredirectionreason=Unified_SingleFlush#_Adding_an_Assignment
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• The Assignment tool opens directly in a new Assignment, as seen in the screen shot below. The left-side of the 

tool contains basic set up details. Begin by adding the assignment details. Provide a title (1), total number of 
points for this assignment (2), select whether you want to add your Assignment to Gradebook (3), add a Due 
Date (4) and Instructions in the input area (5).  

• Toggling visibility (6), makes your Assignment visible to students and completes the basic set-up. 

 

Adding Grades to Assignments 
It is a best practice to add Assignments to your gradebook as you create them in the Assignments tool. 
This ensures that they are properly associated with a column and grade scheme in your Gradebook. The 
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steps below assume that you have already run the Gradebook set-up Wizard. 
• Click Edit or Link to Existing in the Assignments window. 
• Click the Choose Grade Category link. 

 
 
• Select a grade category from the drop-down list. 
• Click OK. 
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• Click Change Grade Type & Scheme to select options for the grade type and scheme. 

 
 
• Choose a Grade Type, either Numeric or Select Box and a Grade Scheme. Note that additional types of grades 

are available within Gradebook. See Gradebook FAQs for additional information.  
• Click Ok when done. 

 
 
• If you have already created items or categories in your gradebook and want to include the current assignment in 

one of these categories, select the Link to an existing grade item (4) radio button. 



5  

 
 

• Select your grade item from the drop-down list and click OK. 

 
 

Setting Assignment Options 
The steps above allow you to create and deploy an assignment. The right-hand panel of the Assignments 
tool contains additional configuration options grouped in three panels: 
• Availability Dates and Conditions – Allows you to configure availability dates, as well as special access and 

release conditions. 
• Submission and Completion – Allows you to specify assignment types, file types (including file extensions), 

number of submissions to keep and notification emails. 
• Evaluation and Feedback: Allows you to add a rubric, control annotation tools, provide anonymous marking, 

add evaluators (note at Kingsborough additional evaluators can't be added to the course) and manage Turnitin. 



6  

 

Managing Assignment Dates 
 There are three basic types of dates that you need to consider in setting up your Assignments:  
• Due Date – the date when a student is expected to submit an Assignment. Setting a due date is important for 

students. You have the flexibility to automatically accept Assignments beyond the Due Date by setting Start and 
End dates. 

• Start Date – the first date the Assignment is available to students. When you set a start date and time, by 
default the option Visible with access restricted is displayed offering additional options: 

 
 
• Visible with access restricted: The assignment will be visible to learners before the Start Date or after the End 

Date, but they cannot click or open it. Learners can see the name, dates, and restrictions but cannot see the 
assignment description or attachments. 

• Visible with submission restricted: The assignment will be visible to learners before the Start Date or after the 
End Date, and they can click or open it, but they cannot submit it. Learners see the details of the assignment, 
including description, attachments, and rubrics, but they cannot upload files, or enter comments.  

• Hidden: The assignment is hidden from learners until the start date is reached or after the end date passes. Add 
availability dates to the Calendar adds the availability dates to the Brightspace Calendar. 

Managing Release Conditions for Assignments 
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Release conditions allow you to customize a student’s learning path by making content visible only when 
specific criteria are met. You can think of them as "if this, then that" logic for your course materials.  
• To add a Release Condition to an Assignment when you create it, click Release Conditions and select Create 

New or Add Existing from the dropdown menu. 

 
 
• In the dialogue box, you will select a Condition Type (1) from the dropdown list and Condition Details (2). For 

example, you might want the Assignment to open when a student has completed reading the material in a 
specific module. 

• When finished, click Create. 
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Managing Special Access for Assignments 
The Special Access link within Availability Dates & Conditions allows you to provide special access to the 
Assignment to individual users beyond the date range you have specified, or access limited to specific 
groups. You might for example provide extended time to an individual student for an assignment, or you 
might give a group within your class an assignment that is unique to them.  
• Click the Manage Special Access link to begin. 
• Select Allow users with special access to submit outside the normal availability dates for this folder OR Allow 

only users with special access to see this folder (1). 
• Click the Add Users to Special Access button. 

 
 
• Set the desired availability dates (1). 
• Select the students you wish to include in the group (2). 
• Click Save when done and Save and Close in the Manage Special Access dialog box. 

 

Managing Submissions 
The Submission & Completion block in Assignments allows you to specify Assignment type (individual or 
group) (1), Category (2), Submission type (text, observation, on paper) (3), Files allowed per submission 
(unlimited or one file) (4), Allowable file extensions (no restrictions, PDF, annotatable files only, Files that 
can be previewed without conversion, Images and Videos, Custom File Types, Compatible with Turnitin) 
(5), Submissions (all are kept, only one allowed, only the most recent is kept) (6), and email notifications 
(7). 
• Expand the Submission & Completion block in the right-hand menu to begin making selections. 
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Managing Feedback 
The Evaluation & Feedback block of the right-hand menu allows you to create and manage your 
feedback to students. In this section you will find dropdown lists to:  
• Add a Rubric (Create New, or Add Existing) (1),  
• Manage Learning Objectives (not currently available at CUNY) (2),  
• Make Annotation tools available for assessment (3),  
• use Anonymous Marking (Hide student names during assessment) (4),  
• add Evaluators (note that evaluators must be enrolled in the course as instructors) (5),  
• integrate Turnitin (manage Turnitin) (6).  
Note that Turnitin may also be added as an LTI within a module. When you use the Turnitin LTI, you 
can’t manage the Turnitin assignments in the Assignment tool. 
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Adding an Assignment to a Module 
Any Assignment you create is available within the Assignment tool, accessed from your Navbar, from 
Course Admin and to students from their Navbar as Assignments. If you want to add an Assignment to a 
particular module as well: 
• Navigate to the module of your choosing and click the Add Existing Activities button (1). 
• Select Assignments (2) from the dropdown menu. 

 
 
 
 



11  

• Locate the Assignment you wish to add and click it. 

 
 
• Your Assignment will display at the bottom of the module contents. Use the handles (dots to the right of the 

title) or the chevron and dropdown menu (Move Up or Move To) to move it to a desired location. 
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