


Table of Contents 

Making Your Brightspace Course Active ............................... .......................................................................... 4 
To make your course active: ............................................................................................................................................................. 4 

Setting Up Your User Profile ............................................................................................................................ 6 

Adding Zoom to Your Course ............................................................................................................................ 8 

Adding a LTI to your Course ............................................................................. .............................................. 11 

Communication Tools- Announcements & Email ............................................................................................ 13 
Creating an Announcement ............................................................................................................................................................ 13 
Dismissing an Announcement ......................................................................................................................................................... 15 
Sending an Email ............................................................................................................................................................................. 15 

Working with Images .................................................................................................................................... 18 
Images ..............................................................................................................................................................................................18 
Changing Your Course Banner ......................................................................................................................................................... 18 
Changing an Image for a Module in the Visual Table of Contents ................................................................................................... 19 

Working with Discussions .............................................................................................................................. 21 
Creating a New Discussion ............................................................................................................................................................... 21 
Adding a Topic to Discussions ........................................................................................................................................................... 23 
Adding Discussion Topic Options ...................................................................................................................................................... 23 
Student View of Discussions ............................................................................................................................................................. 25 
Adding Feedback to Discussions ...................................................................................................................................................... 26 

Working with Course Content ........................................................................................................................ 27 
Working with your Table of Contents .............................................................................................................................................. 27 
Adding a Module .............................................................................................................................................................................. 28 

Student Lockers and Creating Groups............................................................................................................. 32 
To create a locker: ............................................................................................................................................................................ 32 

Adding Resource Links ................................................................................................................................... 34 

Viewing a Student's Completed Quiz ............................................................................................................... 38 

Managing Requests for Extra Time or Attempts in Quizzes and Assignments ..................................................... 39 
Managing Requests for Extra Time or Attempts in Quizzes and Assignments................................................................................... 39 
Managing Special Access for Quizzes ................................................................................................................................................ 40 
Managing Special Access for Assignments ........................................................................................................................................ 41 

Setting Up Gradebook .......................... .......................................................................................................... 43 
Step 1: Running the Gradebook Wizard ............................................................................................................................................ 43 
Step 2: Calculating and Releasing the Final Grade ............................................................................................................................ 45 
Step 3: Grade Calculations................................................................................................................................................................. 45 
Step 4: Grade Scheme ....................................................................................................................................................................... 46 
Step 5: Managing View Display Options ............................................................................................................................................ 47 
Step 6: Student View Display Options ............................................................................................................................................... 47 
Step 7: Summary ............................................................................................................................................................................... 47 

Creating a Quiz.......................................................................................... ..................................................... 49 
Adding Questions to a Quiz ............................................................................................................................................................... 50 
Adding Questions from Question Library ......................................................................................................................................... 51 

1 



Setting Notifications ..................................................................................................................................... 52 

Using a Template to Upload Quiz Questions .................................................................................................... 53 

Managing Visibility ............................................................. ......................................................................... 57 
Course Visibility ............................................................................................................................................................................... 57 
Visibility of Course Items ................................................................................................................................................................. 58 

Setting up Recurring Zoom Meetings in Brightspace ..................................................................... ................ 60 

Creating & Using Checklists ........................................................................................................................... 63 
Create a Checklist ............................................................................................................................................................................ 63 
Copy a Checklist............................................................................................................................................................................... 64 
Set Release Conditions for a Checklist ............................................................................................................................................. 65 
Editing or Reordering a Checklist .................................................................................................................................................... 65 
Adding a Checklist to a Module ....................................................................................................................................................... 66 

Class Progress ......................... ..................................................................................................................... 67 
Adjusting Your Class Progress Display ............................................................................................................................................. 69 

Using Quick Eval......................................................................................... ........................... ........................ 70 
Submissions Views .......................................................................................................................................................................... 71 
Activities Views................................................................................................................................................................................ 71 

Using Intelligent Agents ................................................................................................................................ 73 
Creating an Intelligent Agent ........................................................................................................................................................... 73 
Scheduling an Intelligent Agent ....................................................................................................................................................... 75 
Setting up Intelligent Agent Triggering Criteria................................................................................................................................ 75 
Setting Intelligent Agent Action ....................................................................................................................................................... 76 
Editing or testing your Intelligent Agent .......................................................................................................................................... 77 

Providing Feedback for Assignments, Discussions, & Quizzes ......... ............................................................... 79 

Quizzes ............................................................................................................................................................................. 82 
Evaluating Class Performance: Quizzes ........................................................................................................................................... 83 
Evaluating Material Performance: Quizzes ..................................................................................................................................... 84 

Assignments: Markup Tools.............................................................................................................................................. 84 

Using a Rubric in Assignments .......................................................................................................................................... 86 

Discussions ........................................................................................................................................................................ 87 

Copying Course Materials in Brightspace ........................... ........................................................................... 89 
Copying Course Items ..................................................................................................................................................................... 89 

Using the Built-In Turnitin Tool for Assignments .............................................................................................. 93 
Adding an Assignment..................................................................................................................................................................... 93 
Disable Turnitin ...............................................................................................................................................................................96 
Attaching a Rubric ......................................................................................................................................................................... ..99 
View a Similarity Report ................................................................................................................................................................ 101 
Adding the Turnitin LTI .................................................................................................................................................................. 103 
Submitting an Assignment on a Student’s Behalf ......................................................................................................................... 104 

Gradebook Frequently Asked Questions ........ ............................................................................................... 11 0 

How do I manually add a grade column? ............................................................................................................... 110 

What do students see when they view their grades? ............................................................................................. 112 

How do I remove the letter grade that displays with a student’s graded assignment? ............................................ 113 

2 



Why do all of my students have a F grade for the course? ...................................................................................... 114 

What is the Manage Grades tab and how do I use it? ............................................................................................. 115 

How do I change my settings? ................................................................................................................................ 117 

How do I bulk edit grades? ..................................................................................................................................... 118 

How do I hide a Grade Column? ............................................................................................................................. 119 

How do I delete Columns? ..................................................................................................................................... 120 

What is the Setup Wizard and why do I need to use it? .......................................................................................... 122 

How do I change my grade scheme? ....................................................................................................................... 124 

How do I enter grades manually? ........................................................................................................................... 126 

Exporting Grades from Gradebook into Excel ................................................................................................ 1 29 

Conditional Release .................................................................................................................................... 133 
Adding Conditional Release .......................................................................................................................................................... 133 
To Remove a Conditional Release ................................................................................................................................................. 135 

Using Templates ................................................................................................................................................ 137 

Using Intelligent Agents ............................. ................................................................................................ 142 
Adding Intelligent Agents .............................................................................................................................................................. 142 
Running Intelligent Agents ............................................................................................................................................................ 146 

The Glossary Tool ............................................................................................................................................. 147 
Adding the Glossary Tool to Student View ................................................................................................................................... 147 
Adding Content to the Glossary .................................................................................................................................................... 148 

Reordering Objects .................................................................................................................................... 150 
Reordering Modules...................................................................................................................................................................... 150 
Reordering with Bulk Edit .............................................................................................................................................................. 151 
Reordering Questions with a Quiz ................................................................................................................................................. 154 

Using the CUNY Demo Student ............... .................................................................................................... 1 56 
Create a Demo Student ................................................................................................................................................................ 156 

Using the Manage Dates Tool .................................................................................................................... 15 9 
Using Filters in Manage Dates ..................................................................................................................................................... 159 
Using Bulk Edit ............................................................................................................................................................................. 160 
Using Bulk Offset........................................................................................................................................................................... 161 

Viewing Deleted and Edited Discussion Posts .............................. ................................................................ 16 2 
Viewing Deleted Posts .................................................................................................................................................................. 162 
Viewing Discussion Post Edit History ............................................................................................................................................ 163 

3 



Making Your Brightspace Course Active 

To make your course active: 
On the KCC Brightspace homepage, go to the course you wish to make active. Hover on the 
course and an icon of three dots appear. Click on it and select Course Offering Information 
from the Dropdown menu. (Note: You can also access course offering information from 
Course Admin on the Nav bar within the course) 

• On the course information page, scroll down to the section named Active. Check the box 
to the left of the term Course is active. 
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• Scroll to the bottom of the page and select Save. 

Students attempting to view the course will now be able to see the active course. 
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Setting Up Your User Profile 
• To edit your user profile, click on the box that has three dots and then select Configure this widget. 

• Add a heading, your name, and some information about yourself. 

• You can also upload a photograph by clicking on the icon of the cloud with an arrow; you will then be 
asked to select a photo from your computer. 

• You can also add a short bio and your Facebook, X account, LinkedIn, Instagram and email 
information or leave it blank if you don’t want to share this information. 
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• Once you have completed all your changes click Save. 
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Adding Zoom to Your Course 
• Go to the Content link from your course NavBar. 
• Add a module for Zoom from the left side Table of Contents menu. 

• Select the newly created content module and click the Existing Activities button. 
• Select External Learning Tools from the dropdown menu. Scroll to the bottom to find Zoom – KBCC. 

You return to the module with Zoom added. 
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• Click on the Zoom link to schedule meetings or office hours. 

• Students will be able to click on the Zoom module, and the Zoom link to see their upcoming 
meetings. They will also be able to click on the meeting link to enter the Zoom meeting. 
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Adding a LTI to your Course 
• Enter a course module and go the dropdown menu named Existing Activities. 

• On the dropdown, select External Learning Tools. 

• Select the activity you would like to add from the list. The activity needs to include “KBCC” or 
Kingsborough in the name. Then, click on Create New LTI Link. 
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• The activity now appears within the module. 

12 



Communication Tools- Announcements & 
Email 
Creating an Announcement 
• On the right side of your course homepage, you will see Announcements.

• Click on the chevron and select New Announcement.

• Type a title in the headline box and message text in the Content box.
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• Under availability, you can select start date, end date, add an attachment and set release conditions. 
Once you have finished, click Publish. 

• You can now view your announcement on the course home page and by going to Announcements on 
the nav bar. 
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Note: Announcements will be added to the list on the homepage as you create them throughout the 
semester. You can dismiss or pin announcements. When you dismiss, the announcements no longer 
appear on the homepage but you can still access it by going to announcements through course admin. 

Dismissing an Announcement 
• Go to course admin on your nav bar and then select Announcements. 

• Click on the chevron next to the announcement you would like to dismiss so that the dropdown 
menu appears. 

• On the dropdown menu, select dismiss from widget. 

Sending an Email 
• To send an email, go to More on your nav bar and then select Classlist from the dropdown menu. 

• You will see a list of individuals enrolled in the course. Select who you would like to send the email 
to. If you want to send it to the entire class, check the box at the top of the classlist if you want to 
send it to only certain students select the box next to their names. 

15 



• The email subject automatically appears as the name of the course. You can change that by deleting 
the text and typing the text you like. The names of your students will appear in the bcc line. 

• Type your message in the body box; you may also attach a file. Once your email is complete, select 
send. 
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• Note: Although the email address you will see will be First.LastName##@login.cuny.edu, the email 
will be sent to the student’s primary email address in CUNYFirst which should be their KBCC email. 

• Also note to retain a copy of this email, make sure you copy or BCC yourself. 
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Working with Images 
Images 
Brightspace can make your course visually appealing by adding images. You can change your course 
banner and add images to the tiles for the visual table of contents. 

Changing Your Course Banner 
• Scroll your cursor in the banner and an icon of three dots will appear on the right. 

• Click on it and then select Change image. 

• You can select from one of the images Brightspace offers, search among these images by typing a 
term in the search bar or upload your own by selecting upload on the top right. Once you click 
Use this image, it will take some time to upload, and you might need to refresh your page. 

• Go to your course homepage and you will see the banner you added. 
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Changing an Image for a Module in the Visual Table of Contents 
• Once you’ve created a module, go to “add description”. 

• A text box displays allowing you to type a short description of the module.  To add an image, select 
insert image icon on the toolbar. 

• You will be prompted to select your image from a source (my computer, URL, course offering files, 
public files) and to upload it. 
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• Once uploaded, click Add. 

i 

• The image displays in the visual table of contents tile for the module.  If you click on the “i” icon of 
the module, the tile flips and you can see the written description you added. 
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Working with Discussions 
There are the three important components to a discussion that form a hierarchy, and need to be created 
in the following order: 

1. Forum: top level, used for organizing topics, used to group topics in themes or course units. 
2. Topics: the next level, conversations centered around a specific talking point or assignment. 
3. Thread: student created, where the actual discussion takes place. One student begins a thread 

and others post in response. 

Creating a New Discussion 
• Click Discussions on the Navbar. 
• Click the New button, and the chevron to create a New Forum, on the Properties tab: 

o Add a Title. 
o Add a description 
o Select Forum options: 

o Allow Anonymous posts 
o Users must Start a thread before they can read & reply to other threads in each topic 
o A moderator must approve individual post before they display in the forum 
o Display forum description in topics 
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o Note: The restrictions tab allows you to select Availability Release & Group Restrictions on 
the Forum level, if desired 

o Click save & add topic to begin creating your topic 
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Adding a Topic to Discussions 
• Add a topic Title 

• Assign a point value & add to gradebook, if desired 

• Assign a due date if desired 

Adding Discussion Topic Options 
The right-hand panel in the discussion topics screen allows you to select options: 

• Availability Dates & Conditions   
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o Start & end dates 
o Release conditions 
o Group & section conditions 

• Post & Completion 
o Default participation 
o Allow learners to hide their name from other learners 
o Learners must start a thread before they can view or reply to other threads 
o Post must be approved before they display in topic 

• Evaluation & Feedback 
o Rubrics 
o Learning objectives 
o Evaluate Posts 
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• When you have selected options, toggle the visible option & Click Save & Close 

Student View of Discussions 
You can view your discussions by activating Demo Student & using the Impersonate option from Classlist. 
For complete Demo Student instructions see 29, Using CUNY Demo Student”. 
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Adding Feedback to Discussions 
• Click the down Chevron to access topic. 
• To add feedback to a discussion you set up for grading; go to the Grades link. 

• Click on the comments box next to the submission. 
• On the left you will see the post, on the right space to enter a grade as well as written or recorded 

feedback. 
• When finished, click Publish or Save Draft. 
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Working with Course Content 
Working with your Table of Contents 

• On the left side of your course page, you will see your visual table of contents widget as a series 
of tiles.  

• If you click on one of them, you will then see a more traditional table of content on the left. 
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Adding a Module 
In Brightspace, content is arranged in modules. To add a module, 

• To add a module, go down to the add a module box 

• Type the name of the module and hit return. 

• The name of the module will appear at the top of the module and on the table of contents. You will 
also see the module on the visual table of contents. 
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Adding Content to a Module 
• Go to Upload/Create. Select the option upload files. You will then be asked where the files are 

coming from. In this example, my computer is selected. 

29 



• You will then be prompted to upload your files- simply drag and drop them.  You can add multiple 
files of different types at once. After the files have uploaded, click the Add button. 

• You will see your content added to the module. 
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Note: You can rearrange modules by placing your cursor on the series of dots next to the name of the 
module. Drag the module to the place on the TOC you would like it to appear. You should see a bar with 
a blue dot appear. When you see it, drop the module to the location. 
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Student Lockers and Creating Groups 
Lockers allow students to store assignments or project files on Brightspace in a private storage 
space that they can access remotely from any course. All their files are stored together in an 
individual or group locker and can be shared with other group members (if desired) or 
instructors. The example below will explain how to create individual lockers for students to 
store course assignments. 

To Create a Locker 
• Open Course Admin and select Groups. You will be brought to a page named Manage 

Groups. 
• Add a name for the group and a description, if desired. 
• Under Enrollment type, enter the number of groups and the number of users. For 

individual student lockers, enter single user member-specific groups. 

• Enter enrollment restrictions, if desired. Since this is individual locker, we’ll select No 
Restrictions. 

• Under Additional Options, select Set up lockers. 
• If desired, select setup discussions areas and/or setup Assignments. 
• Click Save. 

• A confirmation dialog opens. Click OK. 
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• A Workspace Summary displays. Click Done. 

• A new Manage Groups summary displays, listing lockers for each group in the class. In 
our example, there will be an individual “group” locker for each student. 

• To view the members of each group, click on the number in the Members column. 
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Adding Resource Links 
There are two three types of resource links you can add from Brightspace: 

1. Hyperlinks to web content such as YouTube videos or websites 
2. Quick links to existing assessments, content and activities 
3. External tools or publisher textbooks (OER) 

• Add a hyperlink or “stuff” (variety of internal or external sources) using the icons from any 
toolbar in any place where there are “instruction” input boxes: Assignments, Discussion, New 
Quizzes. 

• You can also add External Learning tools from the Content menu. These resources include: 
publisher resources, media tools such as Yuja, communication tools such as Zoom and social 
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annotation tools such as Hypothesis. To use most of these, or to add a link to an activity that 

already exists in your course, click on Existing Activities in Content and select from the menu: 

To add any External Learning Tool: 

• Click Existing Activities in any Content module. 

• Select a tool and click on it. 
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• The tool will display within your module. Click on the blue text to open it. 

• The Existing Activities button also allows you to activities you may have created in a Brightspace 
tool such as Assignments, Discussions, Quizzes, Self-Assessments and more within a content 
module: 
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Viewing a Student's Completed Quiz 
• Go to Gradebook. 
• Click on question mark next to score for the student. 

• Under attempt, you will see completion summary. 
• Click on the chevron to select the attempt you want to view. 

• You will then be able to see the quiz with the answers the student selected. 
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Managing Requests for Extra Time or Attempts 
in Quizzes and Assignments 

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 
Availability Dates and Conditions on the right-hand menu. 
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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. 

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

• 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. Note: 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 near their name and 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. 
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• Click the Add Users to Special Access button. 

• Click Save when done. 
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Setting Up Gradebook 
When you create Assignments, Discussions and Quizzes, you can link them directly to 
gradebook. If you are working with migrated course material, it is a good idea to begin by 
making sure that you have all the assessments you want to use, with no duplicates. At that 
point, you should run the Gradebook Wizard. 

Step 1: Running the Gradebook Wizard 

• Click Grades on the Navbar and then click the Setup Wizard tab. 

Click Start at the bottom of the summary page. 
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Select a grading system and click Continue: 
• Weighted assigns percentage weights to categories of assessments. The student’s final 

grade is a percentage of 100% total. 
• Points assigns points to each individual assessment. The grade is XX out of the total 

points. 
• Formula based graded allows you to set conditions for grades. The student’s final grade 

is based on a formula you create. All other grade items are based on points. 
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Step 2: Calculating and Releasing the Final Grade 
Determine how you would like to calculate the final grade and whether you would like it to 
release automatically: 

• Calculated final grade is based on the grade formula set up in gradebook and cannot be 
adjusted. 

• Adjusted final grade allows you to adjust the student’s grade before releasing it. 

Step 3: Grade Calculations 
Determine how you would like to handle ungraded or missing assignments: 

• Drop ungraded assignments: automatically drops assigns that are unsubmitted after the 
due date. You will have to return to gradebook to add a zero for these assignments. 

• Treat ungraded assignments as 0: assigns a grade of zero to all assignments, even future 
assignments. 

Optional 

• Automatic Zero for Missing Submissions: will automatically assign a grade of zero only 
to past due assignments 

• Auto Update: updates grade automatically 
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Step 4: Grade Scheme 
Select a grade scheme. The Kingsborough scheme is selected by default. You can create your 
own scheme after you run the Wizard, if desired. 
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Step 5: Managing View Display Options 
Select the number of decimal places to display. 

Step 6: Student View Display Options 
Select options to the student’s view of their grade: 

Step 7: Summary 
Summarizes your choices. You can re-run the Wizard at any time or you can modify individual 
settings within the Wizard. 
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Creating a Quiz 
• Select Quizzes on the Nav bar. You can also find quizzes by going to Course Admin. 
• Select New Quiz. 

• Fill in the quiz details, including the Quiz title, Grade out of and Add to Gradebook, if desired. You 
can also select Not in Gradebook for practice quizzes or summative assessment. 

• Add a Due Date and Description. 
• For additional quiz configurations, use the four drop-down menus on the right side of the quiz 

creation page. 
• To switch your quiz from hidden to visible, use the toggle button at the bottom of the page. 
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Adding Questions to a Quiz 
• Select Create New. 
• Select New Question. 
• Select the question type. 

• Fill out the question details. 
• To create another question, select Save and New; or select Save to return to the quiz creation 

page. 

• If you wish to upload a file of questions, under Add Existing, select Upload a File . 

• The must be in .csv format using the template that you download by clicking Download template 
CSV. For complete instructions for working with this template, please see the KCeL video tutorial. 
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Adding Questions from Question Library 
• Select Browse Question Library. 
• Select the checkbox of the questions you want to add to your quiz. 
• Select Import, Import to Top of the Quiz, or Import to Section. 

• After compiling all your quiz questions, click Save and Close. If a gradeable quiz was entered, you will 
now see it in your Gradebook. Date and grade information will also now be visible based on quiz 
details. 
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Setting Notifications 
You can set notifications in Brightspace to alert you about submissions of assignments, discussion posts, 
content created or updated, and release of grades. 

• To set up notifications, click on your name in the upper-right hand corner and select 
Notifications. 

• Select notifications for a variety of components in the Instant Notifications screen and click Save. 

Note:   Students are also able to set notifications. If you would like students to be notified when you have 
posted an announcement, let them know they can set in instant notification for Announcements- new 
announcement available. 
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Using a Template to Upload Quiz Questions 
When creating quizzes in Brightspace, there is a method to import all your questions in one upload. You 
may want to choose this option if you have existing quizzes that you want to re-use. Your questions will 
need to be formatted using the downloadable template from Brightspace. 

• Log into your Brightspace course. 
• Click on Course Admin and click on Quizzes. 
• Click on New Quiz, then click on Add Existing. 
• From the drop-down menu in the New Quiz window that appears, click on Upload a File. 

• In the pop-up window, click on the hyperlink for Download template CSV to download the CSV 
template. 

• When it finishes downloading, open it in Microsoft Excel. 
o This template includes the formats for the following question types: Written, Short Answer, 

Matching, Multiple Choice, True or False, Multi-Select, and Ordering Type. 
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• Create a CSV file. 
• Determine the number of questions in your course of each type. 
• Copy and paste the question template to equal the number of questions. 
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• Replace the data in each respective cell with your questions. 
• When you are finished, save your document as a CSV file. Brightspace will not accept any other file 

type. 

• Click on Browse Files in your Brightspace window, select your CSV file, and click on open to upload it. 
• It will take a few minutes to upload, and you will receive a notification once it is done. To review 

your questions, click Review. To import, click Import All. 
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• Use the Preview button to see the question content. 
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Managing Visibility 
You can control the visibility of an item in Brightspace, including your entire course as well as its 
files, and grades. 

Course Visibility 
In Brightspace, making your course visible is termed Making your Course Active. 
To make your course active: 
• On the KCC Brightspace homepage, go to the course you wish to make active. Hover on the 

course and an icon of three dots appear. Click on it and select Course Offering Information 
from the Dropdown menu. (Note: You can also access course offering information from 
Course Admin on the Nav bar within the course) 

• On the course information page, scroll down to the section named Active. Check the box to 
the left of the term Course is active. 

Students attempting to view the course will now be able to see the active course. 
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Visibility of Course Items 
You can determine the visibility of items in your course, such as grades, modules, and 
assignments by viewing the eye icon. However, visibility may also be affected by the dates or 
conditions you have set. For this reason, it is helpful to use the Manage Dates tool to check item 
visibility. 
• Go to Course Admin on the Navbar. 
• Click on Manage Dates. 

• Scroll to the bottom of the page to view the table of all of your course components and click 
on the chevron for the column named Visibility Status. 

• To decrease the number of items in the table you can filter by tool and select the specific 
tool for which you would like to check visibility. 

• View the last column to find your item of interest. Items are: 

58 



o Visible if conditions met: a release condition has been applied to this item. When 
the condition is satisfied, the item will be visible. 

o Visible: the item can be seen by users within the date range you may have set. Refer 
to the Due Date, Start Date and End Date columns for more information. 

o Hidden: the item cannot be seen by users. 

• Throughout Brightspace, you will see an eye with line through it if the item is hidden. 

• If an item is hidden and you want to make it visible, open the tool (assignments, discussion, 
quizzes etc) that the item is associated with, click on the chevron next to the item name and 
select from one of the options in the dropdown menu. 
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Setting up Recurring Zoom Meetings in 
Brightspace 

To set up a recurring zoom meeting: 

• Access your CUNY Zoom account by going to https://cuny.zoom.us/ 

• You will be prompted to log in. Enter CUNY login credentials. 

• On your CUNY Zoom homepage, click on the Schedule button. 

• Fill in your meeting details, and then check off the box labeled Recurring Meeting. 

• Enter your recurring meeting details. 
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• Once everything is ready, click on Save. 

• Go back to your Brightspace course and enter your Zoom module. Click All My Zoom 
Meetings/Recordings. 

• All of your upcoming recurring meetings will be displayed. 
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Creating & Using Checklists 
A checklist contains important or required assignments, readings, or other items to complete. Checklist 
items must be organized into one or more Categories. For example, you might have an “Assignments” 
checklist with categories for written assignments and quizzes, both of which could have multiple items 
that must be completed. Alternately, you might use a checklist to organize steps of an assignment. You 
can assign due dates for checklist items. 

Create a Checklist 
• Navigate to Checklists in the Course Admin tool. 
• Click New Checklist. 

• Enter your Checklist details. 
• Click Save. 
• On the Edit Checklist page, in the Categories and Items area, do any of the following: 

1. To add a category to the checklist, click New Category. Enter your category details and 
click Save. 
Note: Categories have a character limit of 65,536 characters. 

2. To add an item to the checklist, click New Item. From the Category drop-down list, select 
the category for your item. Enter your item details. If you want the item to be due by a 
certain date or time, select the check box and enter your Due Date information. 
Click Save. 
Note: The default due date for a checklist item is one month from the current date. Items 
have a character limit of 65,536 characters. 
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• Repeat step 2 until you've added all your content to the checklist. 
• Click Save and Close. 

Copy a Checklist 
• Navigate to Checklists. 
• Open the Actions menu for the Checklist you want to copy and click Copy. 

• A new checklist is now visible at the bottom of the list of checklists with the title Copy of {original 
checklist name}. 
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Set Release Conditions for a Checklist 
• On the navbar, click Checklist. 
• From the context menu of the checklist for which you want to set release conditions, click Edit. 
• In the Restrictions tab, do any of the following: 

1. Click Attach Existing, then select the check box for any condition you want to attach. 
Click Attach. 

2. Click Create and Attach, then select a Condition Type from the drop-down list. Complete 
any additional Condition Details that appear and click Create. 

• To set how accessing the checklist is controlled, from the drop-down list, select if All conditions 
must be met or Any condition must be met. 

• Click Save and Close. 

Editing or Reordering a Checklist 
• To edit a Checklist, click on the downward chevron and select edit. 
• The Checklist table displays, with a list of Categories and Items. 
• Reorder Items within a Category by checking the box next to an Item and clicking the Reorder 

button. 

65 



• To edit an Item, click on the Item name. 

Adding a Checklist to a Module 
• To add a Checklist to a Module, click Existing Activities and select Checklists. 

• A list of existing Checklists displays. Select a Checklist by clicking on it. 
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Class Progress 
The Class Progress tool in Brightspace is an analytics feature that allows you to track and monitor 
student performance and engagement within a course. It provides an overview of individual student and 
class progress by displaying key data such as grades, assignment submissions, discussion participation, 
login history, and time spent on course content. On the course level, this tool can help you recognize 
engagement trends so that you can make adjustments. For example, you might notice that students' 
scores are lower on a particular quiz than expected. Using this information, you might decide to add 
support materials and activities. 

The Class Progress tool allows you to review individual student performance. To drill down on the data 
for an individual: 

• Click on the student’s name. 

• View a summary of all data collected by area using the left-menu (1). 

• Use the arrow keys (2) to expand each area of further drill-down. 
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• Hover over bar graphs for detailed summary (3). 

You can focus on various aspects of individual student activity and performance, including: 

• Grades: View individual student grades, overall performance trends, and specific assignment or 
quiz scores. 

• Content: Track how much course content a student has accessed and completed, as well as the 
time spent on materials. 

• Discussions: Check student participation, including posts, replies, and engagement in course 
discussions. 

• Assignments: See submission history, completion status, and feedback provided on assignments. 

• Quizzes: Monitor quiz attempts, scores, and time spent on each quiz. 

• Checklist: View student progress on checklists created for tracking tasks or milestones. 

• Surveys: View the surveys which a student has completed within Brightspace. 

• Course Access: Analyze login frequency to determine engagement levels. 

• System Access History: Provides an overview of time spent in this course vs. overall Brightspace 
access. 
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Adjusting Your Class Progress Display 
• To adjust the items (performance indicators) displayed in your Class Progress dashboard, or the 

order in which they appear, click the Settings icon in the upper right. 

• Use the chevron adjacent to any of the Dashboard items to select an arrangement on the 
Dashboard. You can also view a description for each item. 
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Using Quick Eval 
You can use Quick Eval to view all of your students’ submissions that need grading. On the course page, 
you can view the Quick Eval widget.  It provides some basic information about whether there are items 
that need grading. 

• Access Quick Eval by selecting it on your course Navbar or by locating it in Course Admin. 

Clicking on a user’s name opens an evaluation screen directly from the Quick Eval list so that you can 
begin grading. The search function in Quick Eval allows evaluators to locate submissions for evaluation 
by searching for a specific user, assignment, quiz, discussion topic, or course. Once you have finished 
grading, you can either publish your feedback, or save it as a draft. 
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Submissions Views 
The Submissions view supports anonymous marking for assignments created with the Hide student 

names during assessment option selected. 

Activities Views 
By default, unassessed activities do not appear in Quick Eval once a course’s end date is reached. 
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To toggle between the graphical summary view and the evaluation view, click on the radio buttons in 

the display: 
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Using Intelligent Agents 
The Intelligent Agent tool allows instructors to set up criteria that will enable an email to be sent to 
students who met the specified criteria, such as not logging into Brightspace course. 

Examples of criteria that can be set up include, but are not limited to the following: 
• Login Activity: If the student has or has not logged into Brightspace. 
• Course Activity: If the student has or has not accessed the course. 
• Assignments: If a student has or has not submitted an assignment. 
• Discussions: If a student has or has not posted to a discussion topic. 
• Quizzes: If a student has achieved a specific score, if they have completed a quiz attempt, or if 

they haven't completed a quiz attempt. 
• Content: If a student has completed, not completed, viewed, or did not view a content topic. 
• Grades: If a student received a specific score on a grade item or if they haven't completed a 

graded item. 

Example uses for agents include: 
• Emailing students with grades below a certain level. 
• Congratulating students with a grade above a certain level. 
• Checking for students that have not logged in within a specific number of days to remind them of 

the importance of viewing course material. 
• Checking for students that view a specific content topic 

Creating an Intelligent Agent 
• From Course Admin select Intelligent Agent or click on Intelligent Agent under the More 

dropdown list on your Navbar. 
• Click on New Agent 
• Enter name of Agent. 
• Enter a description that explains the purpose of the Agent for your reference. 
• Add a category if desired. 
• Check to enable Agent. 

73 



You will now need to specify some options: 

1. The Criteria block sets up trigger conditions/release conditions (opens release condition dialog 
box): All users, we recommend users with specific roles. 

2. The Actions block tells the agent what action to take. Generally, this will involve sending an 
automated email to the student. You can customize this email by adding a replacement string, a 
piece of code contained in {} that will add the student’s first name to the email. 
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Scheduling an Intelligent Agent 
The Scheduling block allows you to pick scheduling options: i.e., how often will Brightspace run this 
agent? You will also select a day of the week, time and start and end dates. 

Setting up Intelligent Agent Triggering Criteria 
• The Criteria block sets up trigger conditions or release conditions (opens release condition dialog 

box). 
• Select the users who will be evaluated (Role in Classlist). We recommend users with specific 

roles. 
• Specify the action you want the agent to evaluate. For example, you want the agent to trigger if 

the student has not logged into Brightspace within a specified time, Login Activity or the student 
has not accessed your course, Course Activity. 

• You can also add or create a Release Condition for your agent. 
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Setting Intelligent Agent Action 
The Actions block tells the agent what action to take. Generally, this will involve sending an automated 
email to the student. You can customize this email by adding a replacement string, a piece of code 
contained in {} that will add the student’s first name to the email. 

• Set a desired repetition. 
• Select Send an Email. 
• Add a To: note that this should always be {InitiatingUser}. Do not try to add users from your 

Classlist or directory. 
• Add a Subject. 
• Add a message. If you wish to customize your greeting the replacement string {FirstName} will 

insert the student’s first name. 
• Add attachments if desired. 
• Save and close. 
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Editing or testing your Intelligent Agent 
You can individually edit an agent from the Intelligent Agents interface. You can also view the results of 
agents running, as well as the timing of last and next runs. By clicking on the results of the last run, you 
can view the students who met the criteria of the run. 
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Providing Feedback for Assignments, 
Discussions, & Quizzes 
For your students to submit an assessment in Brightspace for you to grade, it must be visible and 
thus not restricted by date, or by a special condition (such as assignment to a group or individual 
for special access) or a release condition. If you are concerned that students can’t see your 
assessments, follow the steps in our Guide to Visibility, or at a minimum check the assessment. 
When a student submits an assessment, use any of the methods below to provide feedback and 
enter a grade: 

Accessing Items to Provide Feedback 

Quick Eval 

• Summary view. Click on the radio button at the end of the row to toggle evaluation view. 

• Evaluation view. 
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Assignments 

• Click on the number in Assignments, New Submissions column. 

• Click on assignment icon in the Gradebook. 

Quizzes 

• Click on the icon in Gradebook to grade a new submission. 
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• Select Grade from the Quiz dropdown menu. 

Discussions 

• Click on the bubble icon in Gradebook. 

• Select Assess Topic from the dropdown menu in Discussions. 
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Quiz Feedback 
To view a quiz attempt and add feedback: 

• Click the drop-down list by the quiz name and select Grade. 

• Click on an attempt to view details of a student’s attempts. Scroll down to enter overall feedback in 
the input box and to grade and provide feedback for short answer questions. 

To grade a short answer or other not-auto graded question: 
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• Scroll down to the question. Enter an answer grade and feedback, as appropriate. 

• Note that a blue shaded background displays when you have entered a grade. 

Evaluating Class Performance: Quizzes 

View Statistics to better understand class performance overall and on each individual question. Statistics 
can be exported to Excel or as a CSV. 
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Evaluating Material Performance: Quizzes 

The Question Details tab provides class-wide details for each question in your Quiz. 

Assignments: Markup Tools 
Toolbar items: Clicking on items in the top level of the toolbar opens sub-menus of additional tools. 
Refer to the table below for options. 

The toolbar items above control your view of the submission. 
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Toolbar Icon Function 

Click on an item in this menu to draw, freeform highlight 
(not in a straight line), highlight text or erase one of the 
above. 

Add a comment box and pointer icons including arrows, x, 
key, star etc. Change colors using context menu pictured 
above. 

Type a comment directly on the submission. Optionally 
change colors using the menu below. 

Add a line, arrow or rectangle. Additional options for line 
width, color etc. available on context menu. 

Undo or redo the latest markup. 

Print the submission. 

Allows you to search within the submission. 

Downloads original submission or submission with your 
annotations. 

Makes document full screen. Press ESC to return to 
markup 
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The image below shows the markup tools in use. 

Using a Rubric in Assignments 
The right-hand panel in Assignments includes a rubric screen, if you have added one, along with a 
section that allows you to add overall feedback, as well as record video or audio comments. Using a 
rubric to score your assignments makes your feedback process more transparent and efficient. 

• Open the Assignment submission and click on each criteria to add a score. 
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• Add overall feedback at the bottom of the right-hand menu. 

• Publish, Save Draft or click the arrow to move to the next student. 

Discussions Feedback 
Providing feedback to a Discussion post is very similar to providing Assignment feedback except that you 
can only provide overall feedback or reply to a thread by clicking on the title of a thread (blue text) and 
clicking reply to thread in the new window. Replying to a thread adds a comment that the entire class 
community can see. If you wish to provide private feedback you must use the Overall Feedback space in 
Discussions. 

• Go to Discussions and select Assess Topic from the dropdown menu. 
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• Click on the desired thread to enter the tool. 

• Add overall feedback in the right-hand menu. 
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Copying Course Materials in Brightspace 
In Brightspace, you can copy course items such as quizzes, assignments and discussions to other courses 
or you can copy an entire course. 

Copying Course Items 
• Select Course Admin on the Nav Bar 

• Select Import/Export/Copy Components 

• You will then be asked what you would like to do with the following options: 
o Copy components from another Org Unit (KCC course) 
o Export Brightspace Package (creates a zip file that will be downloaded to your computer) 
o Export a Common Cartridge (not commonly used. Creates an industry standard file) 
o Export as Thin Common Cartridge (disabled. Creates an industry standard file) 
o Import Components (allows you to select a portion of another one of your courses to 

copy) 
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• If you select course components from another Org Unit, you will be prompted to Select Course 

Offering. This is the course from which you want to copy. Note that it must be a course in which 

you are an instructor. 

• Once you click Search for offering, a pop-up window will display. Type the name or course code of the 
course you are copying: such as ENG 1200 or [course code] 12345. After you click Search, click on the 
radio button to the left of the course, and then click Add Selected. 
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• You return to the main Brightspace page, with your selected course ready to be copied. You can Copy All 
Components or Select Components. Select Components is recommended as it allows you to copy desired 
material without duplicates. 

• If you opt to select components, you will see a checklist of all of the components contained in your 

course, including content, quizzes, and course files. Check off all of the components you wish to copy, and 

when you are ready, click on Continue. 
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• Confirm your selection by clicking Finish. 

• Your content has been copied. 
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Using the Built-In Turnitin Tool for Assignments 

Brightspace includes a built-in Turnitin tool that will help you scan a student's assignment for plagiarism. 
Kingsborough also has an external version of Turnitin available. We recommend you use the Turnitin 
tool available through Assignments since it connects seamlessly with other Brightspace features, 
including the gradebook. 

There are a few differences between the built-in Turnitin tool and the external version.  For example, 
you may wish to submit a paper for a student or use the Peer Mark feature; these are not included in 
the built-in version. To access the external version of Turnitin, follow the directions in the section below: 
Adding the Turnitin LTI. 

Adding an Assignment 
• In your Brightspace navbar, click on Assignments. 

• On the next page, click on New Assignment. 

• Add a title and make sure that your assignment is set to be graded. 
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• Open the Evaluation and Feedback block, scroll to the bottom, and click on the button labeled 
Manage Turnitin. 

• Make sure that the checkboxes to enable both similarity report and online grading are checked. 

94 



• If desired, at the bottom, click on More Options to access additional settings. Note that these 
settings will be retained across Assignments. 
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• Click on the Save button. 

Disable Turnitin 
To disable Turnitin for an assignment: 

• On the Assignments page, click on the assignment name. 

• Select the Edit Assignment tab. 
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• On the page displaying your assignment details, open Evaluation & Feedback, scroll down, and 
click on Manage Turnitin 

• On the pop-up window that appears, uncheck the boxes to both Enable Similarity Report and 
Enable Online Grading. 
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• Click Save. 

• On the edit page for your assignment, click on Save and Close, and Turnitin will be officially 
removed from your assignment. 
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• 

Attaching a Rubric 
You also have the option to add a rubric to your Turnitin settings. This will provide your students with 
more efficient, timely, and meaningful grades, and will also provide them with a framework on 
expectations. 

• To add a rubric to your Turnitin assignment, first go to your assignment settings, and in the 
Evaluation and Feedback tab, click on Manage Turnitin. 
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• On the next pop-up window, scroll to the bottom and click on More Options. 

• On the next pop-up window, under submission settings, click on Attach a Rubric, and then click 
on the button to Launch Rubric Manager. 

• A window will display a sample rubric containing levels and initial feedback that will be applied to 
submissions. Click on the button in the top left corner and select Create New Rubric. 

• When your blank rubric opens, fill in all of the required details. Click Save. 
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• Go back to the previous pop-up window and click on Submit. 

View a Similarity Report 
Similarity Reports allow you to monitor students’ submissions and identify any signs of plagiarism. 
Submissions are automatically compared to an online database of original content. 

• To view a Similarity Report, from the Users tab of Assignments, click on the bar graph. 
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The student work opens in Turnitin with similar content highlighted and referenced. 

• To provide overall feedback and add a grade, click the Go to Evaluation link. 

• To provide in-line feedback, click on the edit icon to open Feedback Studio in Turnitin. 
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Adding the Turnitin LTI 
To take advantage of the additional features of Turnitin, such as Peer Mark and instructor paper 
submission, you must use the LTI (external version) of Turnitin. To add the Turnitin LTI: 

• In a module, click on Existing Activities and select Turnitin KBCC from the dropdown menu. 

• Add an Assignment by adding a Title, Instructions, and Optional Settings and clicking create assignment. 

103 



You can open the Assignment within the module to review a student’s work and perform other 
functions. Clicking on the three dots under Options provides a dropdown list of options in managing the 
student’s paper. 

Submitting an Assignment on a Student’s Behalf 
• There may be instances when you need to submit an assignment on a student’s behalf. To do this 

you will first need to add the Turnitin LTI. To submit an assignment on a student's behalf, go to 
one of your course modules, click on the Existing Activities drop-down menu, and click on 
Turnitin – KBCC. 

104 



• In the Add Activity window, type in the title and instructions for your assignment. 

• Click on Submit. 
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• Click on the assignment you have just created. 

• You will be brought to an inbox list containing all of your students and the status of assignment 
submissions. Once you spot your student, go to the far-right column labeled Options click on the 
three-dot button in your student's row, and click on upload. 
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• In the pop-up window, make sure upload is selected above, and then click on Browes File to 

upload your student's submission file. 

• Once your submission file is selected, click on Upload and Preview. 
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• Your pop-up window will change to one to review your student's assignment upload.  Click on 

the button below labeled Submit. 

• When you return to your inbox list, you will see a notification that your submission uploaded 
successfully, as well as the submission in the student's row below with its similarity report. 
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Gradebook Frequently Asked Questions 
How do I manually add a grade column? 

What do students see when they view their grades? 

How do I remove the letter grade that displays with a student’s graded assignment? 

Why do all of my students have a F grade for the course? 

What is the Manage Grades tab and how do I use it? 

How do I change my settings? 

How do I bulk edit grades? 

How do I hide grade columns? 

How do I delete columns? 

What is the Setup Wizard and why do I need to use it? 

How do I change my grade scheme? 

What can I see in Learner view of Gradebook? 

How do I enter grades manually? 

How do I manually add a grade column? 
As you use the Assignments, Discussions or Quizzes tools, gradebook columns are created automatically. 
You can choose to add a column with Selectbox (which allows you to grade based on level of 
achievement) or Numeric scoring when you create an Assignment, but if you want to use Selectbox 
scoring with a Discussion or Quiz, you will need to add the column first, using these steps: 

• Go to the Manage Grades tab.

• Click on New and select Item from the drop-down menu.
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Select the Grade type: 

Numeric Calculates a grade based on assigned points, e.g., 8/10. 

Selectbox Displays a drop-down menu to select the grade. 

Pass/Fail Allows you to enter P or F as a grade. 

Formula Allows you to use the formula editor to set a grade: Give users who received 
at least 50% on all participation grade items a perfect attendance bonus. 
IF{ MIN{ [P1.Percent], [P2.Percent] } < 50, 0, 1 

Calculated Calculates a grade such as a midterm across multiple items: 
A1+A2+Q1+Q2 / Total Max. Points * 100 = 73% 

Text Allows you to type text as feedback. 

• Add a Name and a description, if desired. 

• Assign your Item to a grade category, or link it to an existing category, if desired. 

• Provide a point value, bonus designation, grade scheme and a rubric if desired. 

• Add Display options, if desired. 
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• Click Save.

The image below shows the result of adding a Selectbox to your gradebook to grade an assessment. 

What do students see when they view their grades? 
A student’s view of their grades is tabular. Depending on the settings you have chosen, students will see 

their letter grade (grade symbol), points grade, weighted grade, and a short comment. Note that the 

Learner view for instructors will not list individual grades as it is displaying a generic view. 
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How do I remove the letter grade that displays with a 

student’s graded assignment? 
You can adjust the student display by modifying settings: 

• To change the student view, go to Settings (gear icon in the upper right of your gradebook.) 

• Click on the Org Unit Display Options tab. 

• Uncheck the Grade scheme symbol box. 

• Click Save. 
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Why do all of my students have a F grade for the course? 
Students will see a running grade of F depending on the options you selected in the setup wizard.  If you 
selected Assign a grade of zero to ungraded assignments, the system will include a grade of zero for 
assignments which are not yet due. 

To change this, go to Grades, found under More on the NavBar. 

Go to Settings (gear icon, upper right) in your Gradebook and select Calculation Options. Make sure that 
you have selected: 
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• Drop ungraded items (note that you will have to manually enter a grade of zero after the due 
date for any missing assignments.) 

• Automatically apply a grade of zero once a submission becomes overdue. 

• Click Automatically keep final grade updated, if desired and make sure to Save. 

What is the Manage Grades tab and how do I use it? 
The Manage Grades tab provides a summary view of the assessment items in your course, along with 
the ability to reorder, delete and modify items, as well as the ability to create new columns and 
associated items. The Managed Grades tab also provides critical information that you can use to 
troubleshoot problems. To access Manage Grades: 

• Go to Grades (under more on your NavBar) and then select Manage Grades. 
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• Once selected, you will see a table of all of your graded assessments. 

You can use the Manage Grades table to troubleshoot your gradebook. For example, if you are using a 
weighted calculation system, weights are assigned to categories and distributed among assessment 
items in that category. The total in this column (Final Calculated Grade) should not exceed 100%. In a 
points-based system, as seen here, points are assigned to individual items. Categories are for 
organization only and the Final Calculated Grade will be earned points/total points. 

The Association column is important when you need to modify or delete a gradebook item. You must 
delete the item in the associated tool before deleting it from Manage Grades. 
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How do I change my settings? 
When you run the Setup Wizard, you choose calculation options as well as making display choices for 
both your view and the student view. To modify any of these options: 

• On your Navbar, go to Grades. 

• Click on Settings (gear icon) in the upper right-hand corner. 
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If you wish to modify your view or the student’s view, you can re-run the Set-up Wizard, modifying the 
display settings, or you can access Org Unit Display Options tab. 

How do I bulk edit grades? 
To Bulk Edit your grades, including reordering, making visible or changing dates: 

• Click on Grades on the Navbar and go to the Manage Grades tab. 

• Check the box to the left of a single Grade Item or check the box in the title bar to select all. 

• Click on Bulk Edit to open the editor. 

You will then be able to view a table with all your graded items and their category and be able to edit: 

• Name and Short Name 

• Max Point Value 

• Bonus Points 

• Grade Scheme 

• Category Assignment 
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How do I hide a Grade Column? 
To hide a grade column: 

• Navigate to Manage Grades and click the More Actions button. 

• Select Hide/Show grade columns from the dropdown list. 

• When you select hide/show columns, a table of graded items will be displayed. Uncheck the 
column you wish to hide from the list. Note that this action will cause the selected item to 
disappear from your gradebook listing, but the associated assessment will still be available from 
the tool in which it was created (i.e. assignments featured in the grade column will still be 
available). 

• If you wish to delete an assessment item or if you wish to make it not visible in the associated 
tool, you will need to delete it first from the assignment, quiz or discussion tool. For more 
information see How do I delete a column? 

• Note that you can also hide system generated columns, such as the Subtotal and Final Calculated 
Grade columns. 

• If you wish to show columns which you have previously hidden, follow the same steps. 
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• Click Save. 

How do I delete Columns? 
To delete a column from gradebook, you will need to delete it first from the associated tool. 

• Go to the Manage Grades tab. 

• Read the Associations column to verify which tool was used to create your grade item: 
o Assignments, Discussions, and Quizzes must be deleted using those tools. 
o An item created with an External Learning tool, such as Turnitin or Hypothes.is, also 

needs to be deleted first within that tool. 
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• If the Association is blank or contains a dash, there is no associated tool. In this case, you can 
follow the steps below to delete it directly from the Manage Grades tab. 

1. Click the checkbox adjacent to the file you want to delete. 
2. Click the More Actions button and select Delete from the dropdown menu. 
3. Click the checkbox adjacent to the items to be deleted again in the next screen (note that if your 

item is associated with a tool, this second checkbox will be disabled. You must delete the item 
from the tool first.) 

• Click Delete in the confirmation dialog. Your gradebook item will be deleted. 
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What is the Setup Wizard and why do I need to use it? 
The setup wizard is a tool that guides you through the process of making the selections that will 
determine your gradebook display, calculations and features by grouping similar item features in a series 
of seven steps. 

To access the setup wizard, go to Grades on your Navbar and select the Setup Wizard tab. 

Step 1 involves choosing the overall grading system for your course. The options include: 

• Weighted system: final grade is based on a percentage breakdown of assessment items in your 

class (i.e., essays=20% of the final grade); 

• Points-based system: final grade is a fraction number of points earned/total number of possible 

points 

• Formula system: final grade is determined by a formula you create in the formula editor (i.e., a 

student must earn at least a 50% on the midterm to be eligible to take the final.) 

Step 2 is about the release of the final course grade. You will select between an adjusted or calculated 

grade, and whether the final grade will be automatically released. 
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Step 3, Grade Calculations, is an important step. To ensure that your students don’t see a running grade 

of F, we recommend that you select the options below: 

Steps 4-6 in the Setup Wizard allow you to select a grade scheme, manage the numerical display, and 

options for displaying grades for your view and the students. 

Step 7 displays a summary of the options you selected. Note that it is advisable to run Set-up Wizard at 

least once for each of your courses at the beginning of the semester. If you wish to make changes to any 

of your gradebook settings, you can easily do this from the Settings option (gear icon) in the upper right 

hand corner of your gradebook. 
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How do I change my grade scheme? 
When you run the Setup Wizard, you are prompted to select a grade scheme. The Kingsborough grade 
scheme is selected by default but you can select a grade scheme from another college. You can modify 
your grade scheme to add colors or create your own scheme. To modify your grade scheme or create 
your own: 

• Go to your Gradebook and select the Schemes tab. 

• Click the New Scheme button to create a new scheme. 

• Add a scheme name and short name if desired. 

• Add symbols, ranges and colors. 
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• Click Save and Close. 

• Note to activate your scheme in your course, you need to go through the Setup Wizard and apply 
it as the default in Step 4 of the Set-up Wizard. Note that you can also choose to apply a different 
grade scheme to an individual Assignment or Quiz when you create it. 

What can I see in Learner view in Gradebook? 
To access the Learner view: 

• Click on your name above the Navbar in the upper right-hand corner. 

• Click Change to the right of View as Learner. 
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• Note that the view is generic: it displays the general settings and assessments without individual 

grades. 

How do I enter grades manually? 
When you enter a grade for an Assignment, Discussion or Quiz in those tools, the grade will be 

automatically entered in the gradebook. In certain circumstances, you might wish to enter or adjust a 

grade manually. To manually adjust a grade: 

• Click on Grades on the Navbar. 

• Open the Enter grades tab (this tab usually opens by default when you open your gradebook, 

unless you have changed this setting.) 

• Locate the column with the grades you want to enter or change. 

• Click the downward chevron adjacent to the title of the column and select Enter grades. 
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You have the option to enter feedback for the entire class. To do so, type your feedback in the textbox. 

You can also include feedback for individual students.  
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• Scroll to the bottom of the page to the Users matrix. Here you can enter grades and provide 

individual feedback for this student and assessment. Use the matrix tool bar to exempt or 

unexempt students in bulk, to add feedback or to email students. 

• Save and close when done. 
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Exporting Grades from Gradebook into Excel 
You may wish to download your gradebook as an Excel spreadsheet for recordkeeping or other purposes. 
To download your gradebook, to an Excel spreadsheet: 

• In your Brightspace course, go to your navigation bar and click on Grades. 

• Click on the Export button. 
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• Make sure that all the export options are filled out, such as grade values, user details, and how 
you want names to be displayed on the sheet. 

• You will also select grade items to include, such as quizzes, assignments and discussions. Note: 
The fewer items you select, the simpler the conversion process will be. 

• At the bottom of the page, click on the button Export to Excel. 

130 



• A window will pop up showing that your gradebook is being exported as an Excel file. 

• Once the export is finished, in the pop-up window, click on the Download button. 
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• Once your file is finished downloading to your computer, you can edit it in Excel. 
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Conditional Release 
Conditional Release in Brightspace allows you to control when and how course content becomes 
available to students based on specific criteria. This feature enables you to set conditions such as date 
restrictions, grade requirements, group membership, or the completion of prior activities before 
students can access certain materials. By using Conditional Release, you can create personalized learning 
paths, ensuring students engage with content in a structured and meaningful way. Conditional Release 
also supports differentiated instruction and enhances student engagement by providing timely 
resources. 

Adding Conditional Release 

• You can add conditional release to many elements of Brightspace. You will find the Conditional 
Release tool as follows: 

Course element Location Button 

Modules/content topics Dates/Conditions 

Discussions Availability Dates/Conditions 

Assignments Availability Dates/Conditions 

Quizzes Availability Dates/Conditions 

Surveys Restrictions tab 

Checklists Restrictions tab 
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Intelligent Agents Criteria dropdown 

• To add Conditional Release, navigate to the item where you want the conditional release and 
select the Restrictions tab, or Availability Dates and Conditions. 

• Click Create New to add a new Conditional Release or Add Existing to apply a previously created 
condition. 

• Set the Release Condition by clicking Create. 

• Select a Condition type from the dropdown list. The item will be released when the condition is 
met. 

134 



• Select Condition Details to link the release to a specific item. 

To Remove a Conditional Release 

You may wish to modify conditional release. To edit the item with a release condition. 

• Navigate to the Release Condition and click the X to remove. 
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Using Templates 

Brightspace provides customizable file templates to help you standardize and improve the look and feel 
of your course files. To locate the available templates: 

• Select the Upload/Create button within a module and select Create a File. 

• Name your file and click on Select Document Template to choose a template from the drop-
down menu. 

• To use these templates, replace placeholder images and texts with your own. 
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A summary of the template types is below. 

Title Template Description 

00_blank The blank template is a 
barebones template which 
contains a banner image, a title 
and a content placeholder. 

01_intro The intro template gives you a 
banner, a course title text 
block and a course description 
text block. This is a good 
option for an introduction 
page to your course. 

02_module_intro The module intro template 
includes a placeholder for 
learning objectives. 
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03_meet_your_f 
acilitator 

The meet your facilitator 
template is a profile page 
where you can display your 
image, your bio, your contact 
information and your office 
hours. 

04_basic page The basic page template is a 
general-purpose layout with 
areas to add and edit text. 

05_video_lecture The video lecture template is 
another general-purpose 
layout which includes an 
embedded video frame which 
you can replace with a link to a 
video that will run within the 
frame. 
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06_conclusion The conclusion template 
provides a space for 
summarizing your module. 

07_elements The elements template 
contains a variety of items and 
layouts to which can be copied 
and pasted onto other Pages, 
or edited in place, including: 

• Lists 

• Callouts 

• Block quotes 

• A Jumbotron block 

• Tables 

• Columns 

08_images The images template provides 
you with examples of how to 
insert and arrange images in 
your module. 
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09_accordions The accordions template 
displays content vertically in 
collapsible sections. Choose up 
to six accordion sections. 

10_tabs The tabs template displays 
content horizontally in up to 
four tabs. 
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Using Intelligent Agents 
Intelligent Agents in Brightspace automate routine tasks like sending reminders, providing feedback, and 
monitoring student engagement, allowing you to focus more on teaching and student interaction. They 
can also help identify at-risk students by analyzing engagement patterns, enabling timely interventions 
that support student success. 

For example, an Intelligent Agent can be set to send a reminder email to students who have not logged 
in for a certain period, notify students who score below a threshold on a quiz, or congratulate those who 
complete a module. By automating routine communication and monitoring, Intelligent Agents enhance 
course efficiency and student support. 

Adding Intelligent Agents 
To add an Intelligent Agent: 

• From Course Admin select Intelligent Agent. 

• Click New Agent and enter the name of the Agent. 

• Enter a description that explains the purpose. 

• Add a category if desired. Note that categories allow you to organize your Intelligent Agents. 

• For Status, Check Agent is enabled. 
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The Scheduling block allows you to pick scheduling options. 

• Select a Frequency from the dropdown menu. 

• Depending on the frequency you select, additional options for start and end dates and times will 
open. 

The Criteria block sets up trigger conditions for your Intelligent Agent. A trigger condition is the 
condition that will alert the Intelligent Agent to send your email. 

• Select a Role in Classlist to receive the Intelligent Agent: All Users or Users with Specific Roles. 
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Take Action on Activity triggers an Agent when the user: 

• Login Activity Has or hasn’t accessed any course in Brightspace in a specified number of days. 

• Course Activity Has or hasn’t accessed this course in a specified number of days. 

You can also use the Create and Browse buttons at the bottom of this block to add a Release Condition. 

• Create allows you to create a new Release Condition. 

• Browse allows you to search and select existing Release Conditions. 

• The Actions block tells the agent what action to take when the Intelligent Agent triggers. 

• Select either Take Action Only the first time... or Take Action Every time... 

• Note that if you are not sure of the repetition conditions you wish, the link (What Action 
Repetition setting should I use in blue text) offers a pop-up explanation. 
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• Check the Send an Email button to generate an email when the trigger occurs. When doing so, 
the email options window opens. 

• Note: You must use a “replacement string” in one of the address boxes to correctly generate the 
email. A list of replacement strings is available in this window. For the address window, only two 
options are available: 

o {InitiatingUser} sends an email to the student who triggered the Intelligent Agent. 
o {InitiatingUserAuditors} sends an email to the instructor(s) who monitor(s) the Intelligent 

Agent. 

• Replacement Strings allow you to personalize content within your email. For example, the string 
{InitiatingUserFirstName} will insert the student’s first name, allowing you to send the message 
“Dear John,” 

• A list of other replacement strings is available from the link. 

• When your email is complete, select Save and Close. 
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Running Intelligent Agents 
The Agent List page contains a full list of possible Agents. To view the list: 

• Click the chevron adjacent to the Agent for a list of actions, including initiating a manual or 
practice run, viewing, or exporting the agent history, and editing, copying, or deleting the agent. 

• Use the matrix of Agents for information on the last run date and time, the triggering users, as 
well as to perform bulk editing. 
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The Glossary Tool 
The Glossary tool allows you to create and manage a list of key terms and definitions for students to 
reference throughout a course providing clear explanations of subject-specific vocabulary, and internal 
or external links to additional information. 

Adding the Glossary Tool to Student View 
The Glossary tool is available to you in Course Admin for editing and inserting without any additional 
configuration. For students to view the Glossary, you must add it to their Navbar. 
To add the Glossary to the Navbar: 

• Click on the ellipses (three dots) to the right of More on the Navbar. 

• Select Edit this Navbar. Note that you may see an intermediary message asking if you want to 
use a copy of this Navbar. Click yes if it appears. 

• In the Edit Navbar page, click the Add Links button. 

• Scroll down the alphabetical list to Glossary and select it by checking the box. 
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• Click the Add button. The Glossary is added to the student Navbar, where it will appear at the 

end. 

If you wish to change its position, you can drag it to any location on the Edit Navbar page before 
you click Save and Close. Note that the Glossary, as well as any linked content, will open in a new 
window. Students can leave the window open as they work through content material. 

Adding Content to the Glossary 
To add entries into your glossary: 

• From Course Admin, go to the Glossary tool. 

• Click the New Term button. This should be the term or short phrase you want to define. 
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• Write a definition in the Definition input box. Note that you can use the styling just as you would 
in other areas of Brightspace to include links to multi-media material. 
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Reordering Objects 
Brightspace gives you the ability to rearrange the display of objects, including modules, files within 
modules, discussions, assignments, quizzes, items within a checklist, and columns in gradebook. For 
some of these objects, you will need to use the Bulk Edit feature and for others you can drag drop or use 
arrows to move. 

Reordering Modules 
There are two ways to move modules in the Table of Contents 

• To move modules: Click and hold the handle (two rows of dots) and drag until you see a blue line 
and release. 

• Alternatively, navigate to the title of the module you wish to move. Click the downward chevron 
and select Move Down, Move Up or Move To. Note that the options may be different depending 
on the position of the module: Move Up, for example, only displays if the module is not first on 
the list. 
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Reordering with Bulk Edit 
The Bulk Editing feature exists within several tools, including Assignments, Discussions, Quizzes and 
Manage Grades. 
To move objects in these tools: 

• Click on the checkbox in the upper left of the tool matrix to select all objects. 

• Click the More Actions button and select Reorder from the menu. 
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• The Sort Order column dropdown allows you to change the order of Assignments. 

• Click the number dropdown in the Sort Order column to change the order. 

To change the listing order of Checklists: 

• Navigate to Course Admin and select the Checklist link. 

• Click the More Actions button and select Reorder from the dropdown menu. 

152 



• To reorder items within a Checklist, select your existing Checklist from the list and click on the 
title to open or click the chevron and select Edit from the dropdown menu. 

• Scroll to the bottom of the page, Categories and Items matrix. Check the checkbox adjacent to 
the items or categories you wish to move and click the Reorder button. Note that you can move 
items within a category or between categories by using the buttons. 
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Reordering Questions with a Quiz 
To move questions within a quiz: 

• Open the Quiz in the Quiz tool. 

• Use the handles (series of six dots) to drag and drop the questions. 

• Check the box adjacent to the question(s) you want to move. 

• Open the Move to dropdown menu and select a location where you wish to move the question. 
Note that these options include the ability to move between sections of your quiz. 
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Using the CUNY Demo Student 
The CUNY Demo Student View allows you to “impersonate” the full student experience by 
navigating the course, viewing material, submitting assignments, viewing feedback, posting 
discussion threads, taking quizzes, and adding files to a group or personal locker. It is a more 
robust experience than the “Learner View” since you will be able to complete the tasks in the 
same way students do. 

There are several important things to note when using this tool: 
• You must create a Demo student first (see steps below) and then impersonate that 

student. 
• The Demo Student is unique to the course where it is created and only one can exist at a 

time. 
• You should always delete the Demo Student when done. This will ensure that the Demo 

Student data is also removed from statistics for tools such as Quizzes. 

Create a Demo Student 

To create a Demo Student: 
• Select CUNY Demo Student from the More dropdown list on the Navbar. 
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• Click Create Demo Student. 

• Click OK in the confirmation dialog 

• To impersonate the Demo Student, navigate to Classlist (under More on your Navbar) 
and select Impersonate. 

• Click Yes in the Confirmation dialog box. 

• Go to where your name is usually found on the upper right of the page, and you will see 
it is replaced by Demo Student. 
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• When you are finished, click the X to return to your instructor role. 

You also need to return to the CUNY Demo Student dropdown item under More and click Delete 
Demo Student when you are finished impersonating. 
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Using the Manage Dates Tool 
The Manage Dates tool is used to view, edit, and update all the availability dates and due dates 
for various course components in one centralized location. It can also be useful in the transition 
from one semester to another and make bulk adjustments to course due date. It can provide 
additional information in one place about your course. 

To access manage dates: 
• Go to Course Admin and select Manage Dates. 

Using Filters in Manage Dates 
• To view course components of a single type, such as only Assignments, use the Filter by 

Tool function. 
• Under Filter by Tools, click Specific Tools and the checkbox for the tool type you wish to 

see. You can include Advanced Filter Options that add specific search parameters within 
the tool type, such as part of a file name or a date range. 

• When finished, click Apply Filter. Scroll down to view the table results. 
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• Click on the file name to enter the associated tool directly. You can also click on the “x“ if 
you want to remove a date or the “-” to add a date directly, or the check box to include 
on the dynamic calendar. 

Using Bulk Edit 
Bulk edit allows you to change multiple dates at once. To Bulk Edit your dates: 

• Check the box next to Bulk Edit Dates to select all of your course items. 
• Click on the term, Bulk Edit Dates. 
• In the dialog box, you can set due dates and availability, your start and end dates, as well 

as Display in Calendar. 
• Click Save when done. 
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Using Bulk Offset 
Bulk Offset allows you to modify dates (and hours) by shifting them forward (to the future) or 
backward (to the past) by a specified range, (for example, change all start dates forward by two 
weeks). To Bulk Offset your dates: 

• Check the box at the top of the Dates table to select all and then click Bulk Offset. 
• In the dialog box, select dates to offset: due dates, start dates, or end dates. Note you 

can select all three. 
• Then you must choose to Offset by direction and range (forward or backward in time, 

and by a specified number of days) or Calculate range between dates (you specify a 
range of dates. For example, a date from the previous semester (From) until the current 
date (To). 

• Display in Calendar. 
• Click Save when done. 
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Viewing Deleted and Edited Discussion 
Posts 
Students can delete or edit their Discussion posts in Brightspace. You can view the history of 
their posts, as well as view previously deleted or edited posts. 

Viewing Deleted Posts 
To view deleted posts: 

• In Discussions, open Settings. 

• Check the Display deleted posts option, scroll down, and click Save. 

• Open the discussion thread you wish to view, and you will see the deleted posts in blue. 
• Click Display Deleted Posts to view the content of the deleted post. You are now able to 

see threads that users have deleted. 
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Viewing Discussion Post Edit History 
Edited posts have a pencil icon. To view edited posts: 

• Hover over the icon, and you will see when the last edits were made to the poss. 
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• To see a complete history of edits, click the arrow next to the title of the thread to open 
the thread menu. Select View Post History. 

• Select View Post History from the dropdown menu to view changes to this post. Note 
that the time/date stamp helps you to understand which is the most current: the most 
recent lists at the top. 
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