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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)

‘as

Course Offering Information

Change Image'
Unpin

Inactive

2024 FA [1] Topics in Learning E
Biology: CUNY Core KCC

BIO 100 OKC1 [9967]

[Lecture]

[Kingsborough CC]
Starts August 22, 2024 at
12:01 AM

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

Active

\Active Course is active

| D Course is active

Public in ePortfolio

o]




e Scroll to the bottom of the page and select Save.

Description

Course Address Book

True i

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.

Single Profile Widget W

(Configure this widget )

Collapse this widget

Hello! | am your instructor!

N/A

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.



Heading

‘ Meet your Instructor

Display Name *

John Doe

About Me 0/32

U J

Biography * 3/240
N/A

#~

Facebook [ £]

Provide Facebook link

X X

Provide X link

LinkedIn lin|

Provide LinkedIn link

Instagram ©

Provide Instagram link

Email

(

Provide email address

e 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.

Table of Contents 19
.. Module 1 -- Course 5
“ Introduction

.. Module 2 -- Getting 3
" Started

.. Module 4 -- 1

: Paragraph Structure

Module 3 -- Thesis 4
i Statements and
Arguments

.. Module 7 -- 5

" Persuasive Writing

i Zoom Meetings 1

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.



Add Activity X

- ~

Tutor.com - KBCC Tutor.com - KBCC

Video Assignment launch

Video Assignment launch

Wiley Course Resources WileyPLUS LTI - Kingsborough
Yuja - Kingsborough CC Yuja - Kingsborough CC
Zoom - KBCC

{ 1 /1 > 200 per page ™~

Create New LTI Link

Manage External Learnine Tools

e Click on the Zoom link to schedule meetings or office hours.

Table of Contents > Zoom Meetings > Zoom - KBCC

Zoom - KBCC ~ Rox <

zoom {2 Home E¥ Appointments

Your current Time Zone and Language are (GMT-4:00) Eastern Time (US and Canada), English £

All My Zoom Meetings/Recordings Schedule a New Meeting
Previ Meeting: Personal Meeting Room Cloud Recordings Get Training &

Show my course meetings only

Start Time Topic Meeting ID

No Data

e 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.



= Zoom - KBCC ~

zoom 2 Home B Appointments

Your current Time Zone and Language are (GMT-4:00) Eastern Time (US and Canada), English £

All My Zoom Meatings/Recordings Schedule a New Meating

Upcoming Meetings Previous Meatings Personal Meeting Room Cloud Recordings

Show my course meetings only

Start Time Tapic Meeting ID
Wed, Jul 24

Freshman Writin R
11:00 AM reshma 1+] 8230008 3558 leport

Delete

A
u

Get Training B

10
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Adding a LTI to your Course

e Enter a course module and go the dropdown menu named Existing Activities.
— \\7, |

Week 1-Introduction 2
i & the Process of

Science accordion

.. Week 2 Properties of 2

" Life accordion
You will start Bio 100 by getting acclimated to our online learning environment, its navigation, introducing yourself
Week 3-Evolution 2 and practice being a scientist by conducting an experiment!
accordian Upload / Create v Existing Activities v 4 BulkEdit
.. Week 4-Evolution at 2
Work accordion i+ Week 1- Introduction & The Process of Science accordion - A A v

@ Web Page

e Onthe dropdown, select External Learning Tools.

| Add Cengage Content

Assignments
Checklist
I Discussions

Externmal Learning Tools

Google Drive

e 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.

11



Add Activity X
- w

Tutor.com - KBCC Tutor.com - KBCC

Video Assignment launch

Gﬁﬂﬂi@t launch )

Wiley Course Resources ‘WileyPLUS LTI - Kingsborough
Yuja - Kingsborough CC Yuja - Kingsborough CC
Zoom - KBCC

4 1 /1 > 200 per page v

Create Mew LTI Link

Cansel

The activity now appears within the module.

COURSE TNFO " n x N . s N . P X
You will start Bio 100 by getting acclimated to our online learning environment, its navigation, introducing yourself

and practice being a scientist by conducting an experiment!

i week 1 with tabs 2

Week 1-Introduction 3
i &the Process of o :
. ) # Week 1withTabs A v
Science accordion @ Webpage

.. Week 2 Properties of 2 T Yuia- Ki
; Week 2 Properties o # Yuja- Kingsborough CC .

Life accordion External Learning Tool

Yuja - Kingsborough CC
.. Week 3-Evolution 2

accordian

12
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Communication Tools- Announcements &

Email

Creating an Announcement

e On the right side of your course homepage, you will see Announcements.
o Click on the chevron and select New Announcement.

Visual Table of Contents Widget v

Welcome! Module 1: Course
Introduction

0/1 Topics Completed
0/10 Topics Completed

Announcements Vv

Welcome

Go to Announcements Tool

Screenwr

v
Posted by Cia Kessl
Hi everyone,

Great work en
week of contel

New Announcement

Reorder Announcements

RSS

Notifications

hala rainfarca what vaiiua laavrnad

e Type a title in the headline box and message text in the Content box.

New Announcement

General

Headline *

+ | Display Author Information

Content *

L3l
> om

"
<
i

Paragraph v B I U~ 4
T ® == B w

By + v Lato (Recom...

A 19px ... v

LY.
%
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e Under availability, you can select start date, end date, add an attachment and set release conditions.
Once you have finished, click Publish.

Show Start Date
| Always show start date
)

If unchecked, only users with permission to edit announcements will be able to see the start date in the Announcements tool.

Start Date

4 8/21/2024 || 8:44 AM ]

End Date

[ ] Remove announcement based on end date

8/22/2024 12:00 AM
Attachments
Add a File Record Audio Record Video

Additional Release Conditions

Attach Existing Create and Attach @ Remove All Conditions

There are no conditions attached to this item.

m Save as Draft Cancel

e You can now view your announcement on the course home page and by going to Announcements on
the nav bar.

Announcements v

Welcome! X
posted on Jul 6, 2024
10:17 AM
o ¥ pinned
Welcome . Classes begin
September 5. Course Admin  Quick Eval Content Assignments Discussions Quizzes Class Progress Awards Grades More v

Announcements

assignment due today [ e S

Q, | Show Search Options

- X
posted on Aug 21, & Deleto
2024 8:44 AM
Tithe Start Date End Date Status
Just a reminder, your assignment is
assignment due today Aug 21, 2024 8:44 AM Published

due today!

Just a reminder, your assignment is due today!

Show All Announcements

July 30 « (dismissed) § Jul 30, 2024 3:33 PM . Published

14



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

e Goto course admin on your nav bar and then select Announcements.

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

e Onthe dropdown menu, select dismiss from widget.

Announcements

m More Actions

Search For.. Q, | Show Search Options

i Delete

Title Start Date End Date Status

T Copy of Welcome to Screenwriting! Aug 6, 2025 11:51 AM - Draft

Edit
Hi everyone,

Great work engaging with the firstw  View on! To help reinforce what you've learned so
far, the Intro to Scriptwriting: Funda le under the Quizzes section.

This short, 5-question quiz will check oncepts like script formatting, character
objectives, and the role of dialogue. | 1 designed to support your growth as a

P Delete
screenwriter—not to stress you out.

« Here’s what you need to know: Copy

* Available now in the Quizzes section

Sending an Email

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

Course Admin  Quick Eval Content Assignments Discussions Quizzes Class Progress Awards Grades More v

gﬁ» g*ﬂfﬁﬁ“.h : oah fff;‘;\m. | [

Classlist

Intelligent Agents

Learning Brlghtspace KCC

Rubrics
Video Assignment

Visual Table of Contents Widget v Announcements N AJly Course Report

ﬂ Julv 30 + X

e 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



Classlist S rint O settiogs @ Help

Add Participants Class Ei Enroll i Email Classlist

View By: | User v Apply

Q ‘ Show Search Options

= Email 6 Print 8 Enrcliment ;_ Unenroll

\#| Image Last Name & First Name Username Org Defined ID Role Last Accessed

UJ Sep 5, 2024 12:10 PM
Aug 25, 2024 3:17 PM

j ) Jul 29, 2024 5:15 PM

50 per page ~

e 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.

e Type your message in the body box; you may also attach a file. Once your email is complete, select
send.

[ ] L ] Ci New =Ir ion to Script Writing

2% brightspace.cuny.edu/d2|/le/email/895201/ComposePopuplintegration?ou=895201

Compose New Message

m Address Book

To

Cc

l@login.cuny.edu> X

Subject | . ] .
Introduction to Script Writing >
Body
Parsgraph v B ] U~ A =+ =v 3 £ B Iv By +v LstoRecomm.~ o 3

(. v P ® = R »

***This is a notification that you have received a message in Brightspace. Please log into
Brightspace to reply to this message.

fa IN

16



e Note: Although the email address you will see will be First.LastName##@Ilogin.cuny.edu, the email
will be sent to the student’s primary email address in CUNYFirst which should be their KBCC email.
e Also note to retain a copy of this email, make sure you copy or BCC yourself.



mailto:First.LastName##@login.cuny.edu
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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

e Scroll your cursor in the banner and an icon of three dots will appear on the right.
e Click on it and then select Change image.

Course Admin  Quick Eval Content Assignments Discussions Quizzes Class Progress Awards Grades More v

L LS N . W S
r ' Banner Settings

Change Image l

Customize Banner Text

Learning Brightspace KCC

Remove This Banner

e 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.

Change Image X

[ trees D¢ ] &> Upload

e Go to your course homepage and you will see the banner you added.

18



Course Admin  Quick Eval Content Assignments Discussions Quizzes Class Progress Awards Grades More v

TV S T

¥4

Learning Brightspace KCC

Changing an Image for a Module in the Visual Table of Contents
e Once you've created a module, go to “add description”.

&N ‘Week5 .

@ Overview
Add dates and restrictions...

D Bookmarks
E Course Schedule Existing Activities Vv # Bulk Edit
Table of Contents 2 i Paper guidelines %
. B Word Document
i Module 1
# Module 8 1 Add a sub-module...
# Module 2
# Week1
# week4
# Week 5 1

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

Week 5 v @ Print £ Settings

Add dates and restrictions... ®

pasgaph v B I U~v A =+ =v %0 a" v o . B2
lato (Recom.. ¥ 19x..v B ¥ = R w» O O ert Image

Week 5 is about New York City.

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

19



Once uploaded, click Add.

Add a File

BINYC.png (274.44 KB) X

Choose a location in which to s

/content/enforced/3683

Choose Destination

A, Do NOT uploagfprivate or sensitive information such as user
feedback to this6cation.

Back Cancel

-KCCO1_Learning_Brightspace_KCC_Dev/

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.

f  KINGSBOROUGH | earning Brightspace KCC 888

Course Admin  Quick Eval Content Assignments Discussions

Quizzes  Class Prog

4

Learning Brightspace KCC

Visual Table of Contents Widget

Module 1 Module 8
100% 10f 1 Topics Completed
H
s * s
Module 2 Week 1

=r‘w ‘

week 4

o% 00f 1 Topics Completed

=—
100% 1 of 1 Topics Completed

Module 2

Week 1

Week 5 is about New York City.

[—

week 4

20
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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.

Week 2 Discussion Part | -- Analyzing a Topic ~ 1 Forum: Top
Level of

Jul9-Jul 16 Discussions

Must post first.

How do you analyze an essay assignment? What details do you look for in the
assignment before you move on to generating ideas?

In order to post an answer to this topic, you will need to create a new thread. In

your thread, you will answer the prompt above. When you have posted your

answer, make sure to read at least two other posts written by classmates and

post short replies. This Discussion topic is required and you will recieved feedback 3 Thread: Started by

on your post though it will not be graded. Student. Contains
response.
Topic 2 TOplC: Contains your prompt Threads Posts Last Post
Analyzing an Assignment \
4 Post: Other
Apr29 - May 31 0 0 students comment
§ Includes assessment. in a Thread

Description of key factors in analyzing an assignment

Creating a New Discussion

e Click Discussions on the Navbar.
e 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

21



o Note: The restrictions tab allows you to select Availability Release & Group Restrictions on
the Forum level, if desired

Edit Forum - Trends in Screenwriting .

Properties

| Hide from Users

Availability

Has Start Date

M 4/15/2026 11:26 AM

®) Visible with access restricted afterend @)

Visible with submission restricted after end g

Hidden after end @

Display In Calenda

Release Conditions
Attach Existing Create and Attach i Remove All Conditions

There are no conditions attached to this item.

Group and Section Restrictions

Restrict this forum to the following groups and sections @

Save and Close Save and Add Topic Save Cancel

o Click save & add topic to begin creating your topic

Edit Forum - Trends in Screenwriting .

Properties  Restrictions

Edit Forum Details

Title *

‘ Trends in Screenwriting

Description

Ll
<
i
<
I

u %P ® I B 4y Lokom v vn v PO =R - K

Parsgrash v B [ U~ A

w1

‘Welcome to our first discussion! In this space, you'll explore key trends in contemporary scriptwriting and begin thinking critically
about what makes modern scripts compelling, relevant, or innovative. As emerging screenwriters, it's important to recognize how
storytelling evolves with culture, technology, and audience expectations. Your contributions will help us start building a shared

Options
Allow anonymous posts @

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

[7 A moderator must approve individual posts before they display in the forum Q

() Display forum description in topics @)

Save and Add Topic Save Cancel

22



Adding a Topic to Discussions

e Add a topic Title
e Assign a point value & add to gradebook, if desired
e Assign a due date if desired

¢ Back to Manage Discussions  Responses to Contemporary Storytelling

Availability Dates & Conditions D

Topic Titke * Ay alabie

Responses to Contemporary Storytelling

Post & Completion b
rum: Trends in Screemriting Change Forum
Grade Out O Oue Date No settings spsied
5 points | § In Grade Book v N MIDIYYYY

Evaluation & Feedback 14

Description
Formut viB I UvW F-E W LB+ No rubric adde
Font v s PO =R w DC

Contemporary scriptwriting spans genres, platforms, and voices—from prestige TV
series to indie films to web-based streaming content. Choose a recent script (from
the last 5-10 years) that you find compelling and reflect on how it represents
contemporary storytelling. You do not need to read the full script (though that's
encouraged), but you should reference key elements you've encountered through
watching, reading excerpts, or researching production background.

In your initial post (200-300 words), address the following:

= e GDw

Adding Discussion Topic Options

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

Availability Dates & Conditions v

Start Date

‘ = M/D/YYYY

End Date

\ B M/D/YYYY

Release Conditions

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

Add Release Condition W

Group and Section Restrictions

No restrictions added. This topic and its threads are
visible to all learners.

e Availability Dates & Conditions



o Start & end dates
o Release conditions
o Group & section conditions

Post & Completion A 4

C@) Default participation

' . .
\> Allow learners to hide their name from
other learners

(_) Learners must start a thread before they

can view or reply to other threads

D Posts must be approved before they
display in the topic

e 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 v

Rubrics
Add Rubric v

Learning Objectives

No learning objectives

Manage Learning Objectives

Evaluate Posts

[i] Allow evaluation of individual )
posts

U Allow learners to rate posts

e Evaluation & Feedback
o Rubrics
o Learning objectives
o Evaluate Posts



€ Back to Manage Discusslons.

Respanses to Contemporary Storytelling

& Some settings are locked because posts have been received Aovallability Dutes & Conditions

Topic Title Fr—

Responses to Contemporary Storytelling

Post & Completion 3
Foruen: Trend i Scrvenwriting Change Forwm
Geate Out OF Due Date Mo settings oplied
H points | in Grada ook v o Mo |
Evaluation & Feedback -
aserption
Format B I U~ & =~ WP m o - R Rubrcs
Fort. v Fusi.v P @ 2 R » D C
Add Rutric
Contemporary scriptwriting spans genres, platforms, and voices—from prestige TV
series to i ims to web-based streaming content. Choose a recent script (from rerving Obiectires
the last 5-10 years] that you find compelling and reflect on how it represents P learsing chjectnes

contemporary storytelling. You do not need to read the full script (though that's

Manage Lesrniag Objectves
encouraged), but you should reference key elements you've encountered through

watching, reading excerpts, of researching production background. Evalate Psts
Alow svakiation of individual ®
In your initial post (200-300 words), address the following: posts
4

Mliow lzarners ta rate pasts

—

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”.
Responses to Contemporary Storytelling .

Y Subscribe

Contemporary scriptwriting spans genres, platforms, and voices—from prestige TV
series to indie films to web-based streaming content. Choose a recent script (from
the last 5-10 years) that you find compelling and reflect on how it represents
contemporary storytelling. You do not need to read the full script (though that's
encouraged), but you should key you've through
watching, reading excerpts, or researching production background.

In your initial post (200-300 words), address the following:
* What script or project did you choose, and what drew you to it?

* What storytelling elements stood out—structure, character, dialogue,
pacing, or theme?

* How does the script reflect current trends in the industry or push against
them?

Try to link your observations to broader shifts in scriptwriting (e.g., nonlinear
diverse per visual storytelling, short-form etc.).

Options for Approaching This Prompt (Pick One or Blend):
* Analyze a specific scene or episode from a recent TV series or film.

« Reflect on how a contemporary screenwriter’s style differs from traditional
approaches.

» Compare two recent scripts (briefly) to highlight different storytelling
priorities.

« Discuss how technology or cultural context shaped the script’s form or
content.

Reply Requirement:

After posting, respond to at least one classmate’s post (100-150 words). Consider
asking a follow-up question, sharing a similar example, or offering an alternate
perspective on the script or trend discussed.

Start a New Thread

25



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.

Topic

Responses to Contemporary Storytellin% v

? Includes assessment.

Contemporary scriptwriting spans genres, platforms,
series to indie films to web-based streaming content
the last 5-10 years) that you find compelling and ref
contemporary storytelling. You do not need to read t
encouraged), but you should reference key elements
watching, reading excerpts, or researching productio

In your initial post (200-300 words), address the foll«

* What script or project did you choose, and wt

View Topic

View Topic in Reading View

Edit Topic

Hide from Users

View Topic Statistics

* What storytelling elements stood out—structy
or theme?

Assess Topic

* How does the script reflect current trends in t
them?

Try to link your observations to broader shifts in scri}
narratives, diverse perspectives, visual storytelling, s

Manage Exemptions

Subscribe

Delete

Options for Approaching This Prompt (Pick One or Blend):

Threads

Posts

4(3)

Last Post

Unknown User

May 29, 2025 11:22 AM

e Click on the comments box next to the submission.

e On the left you will see the post, on the right space to enter a grade as well as written or recorded
feedback.

e When finished, click Publish or Save Draft.

Rubrics cf

Discussion Board Rubric- post | b
and response

100 / 100

Level achieved: Full Credit
Overall Grade

100 LLJ e

Overall Feedback

Parv Bv = v Ev 4~ 52
4
D ¢ ™

=S - ©
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Working with Course Content

Working with your Table of Contents
e On the left side of your course page, you will see your visual table of contents widget as a series
of tiles.

8 KINGSBOROUGH | earning Brightspace KCC soa

Course Admin  Quick Eval Content Assignments Discussions Quizzes
b ’ﬁ\

-

Learning Brightspace KCC

Visual Table of Contents Widget

Module 8

Module 1

e If you click on one of them, you will then see a more traditional table of content on the left.

Q Module 1 . @it £ Settiogs
GBI Overview
Add dates and restrictions... ®
(] Bookmarks making materials accessible

B combsn i e

Table of Contents 1 Drag and drop files here to create and update topics

# Module 1 Add a sub-module...
£ Module 8 1

£ Module 2

# Week 1

£ week4

Add a module. G

27



Adding a Module

In Brightspace, content is arranged in modules. To add a module,

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

a Module 1 . Srin 1 settis

BJ Overview
Add dates and restrictions.. ®

(] Bookmaris making materials accessible

B Course Schedule Existing Activities Vv 2 sukedt

Table of Contents 1 Drag and drop files here to create and update topics
# Module 1 Add a sub-module...

# Module 8 1

# Module 2

# Week1
i weekd /
Add a module..

e Type the name of the module and hit return.

g QOverview

Add dates and restrictions...

(] sookmarks making materials accessible

£ Course Schedule Existing Activities % Bulk Edit

Table of Contents 1 Drag and drop files here to create and update topics
£ Module 1 Add a sub-module...

£ Module8 1

# Module 2

i Week1

H week 4

Week 5|

e 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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2 Week 5 - S S print L Settings

& Ouerview
Add dates and restrictions... ®

(1 Bookmarks Add a description...

Table of Contents 1 Drag and drop files here to create and update topics

# Modded Add a sub-module...

# Module 8
i Module 2
# Week1

i week4

# WeekS
©

®

A KINGSBOROUGH | earning Brightspace KCC g =28 08 P

Course Admin  Quick Eval

- .

Assignments  Discussions Quizzes  Class P

Visual Teblk of Contents Widget Arncurcenents

July 30 ~

- %0 Taten woste 34 Af 20, 2034

Wedcome Loretta. Classes begin
September 5

assignment due today
» [E3]

eetta Bewwaccio Tarse poewe 90 ey

QuickEvel ~

Adding Content to a Module
e 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.



#  KINGSBOROUGH | earning Brightspace KCC 8 =2 & A2

Course Admin  QuickEval Content Assignments Discussions Quizzes Class Progress  Awal

2 Week 5 .

B Overview "
Add dates and restrictions. Add a File b

Existing Activities 2 bukean My Computer )

0 Bookmers

Add a description.

£ Course Schedule

Table of Cantents 1 by p files here to create and updatd] M Course Offering Files >
Video or Audio

. Modsde'd <% Public Files »
Create a File

£ Module 8 1 .
Create a Link & Google Drive >

= Add from Manage Files

£ Week1 New SCORM/xAP|
Object

# weekd New Assignment

Week § New Checklist J— )

New Discussion

Add 3 module.

New Quiz

e 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.

Add a File x

BTop files here, O
@ Ulaad
You can upload files up to a maximum of 2 GB.

B Paper puidelines.doox (1288 KB) X

-ation in which te store the file:

tenforced /368340

1_Learning_Brightspace KCC_Dew/ Choose Destinatian

Add Back Cancel
&

e You will see your content added to the module.
UGH  Learning Brightspace KCC 8 = @ H '

k Eval Content Assignments Discussions Quizzes Class Progress Awards Grades More

a Week 5 © B 9

Add dates and restrictions...

Add a description...
Exsting Activites % eacean

2 i Paper guidelines

1 Add a sub-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

e Open Course Admin and select Groups. You will be brought to a page named Manage
Groups.

e Add a name for the group and a description, if desired.

e Under Enroliment type, enter the number of groups and the number of users. For
individual student lockers, enter single user member-specific groups.

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

e Under Additional Options, select Set up lockers.

e If desired, select setup discussions areas and/or setup Assignments.

e Click Save.

Category Information

Category Mame *

Lacker Groups of Dne.

Descrition
boggn v B I Wv A |Ev Ev M £ M Lv By v lmmom v wue v P O = B oo ¥
» D

This will create locker groups of one.

Envotmet Type.

Single user, member-specilic graups.

Rastrict Envaliments To

Advanced Properties
D Show Advanced Properties
Additional Options

* Callap:

e A confirmation dialog opens. Click OK.
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Information: Group Creation

Your groups are currently being created in the
background. This may take a few minutes. You
will receive a notification when this is
complete.

A Workspace Summary displays. Click Done.
Workspace Summary

+ 2 Groups created

v 2 Lockers created

Ill

our example, there will be an individua

A new Manage Groups summary displays, listing lockers for each group in the class. In
group” locker for each student.

Manage Groups

New Category Recydle Bin Import. Export
View Categories

Locker Groups of One

Locker Groups of One (2)

This will create locker groups of one.

2 Emall | Delete
Graups Members Assignment Discussions
Dema Student 1

1

£ Settings © Help

Locker

Group Files

Group Files

200 per page >

To view the members of each group, click on the number in the Members column.

Manage Groups

New Category Recycle Bin Impart Export

View Categories

‘ Lacker Groups of One  ~ I

Locker Groups of One (2)
This will create locker groups of one.

S Emal @ Delete

") Grows Merbers Assigrment Discussions

| Demo Student

| Maria Tomarchio

£ settings @ Help

Locker
Group Files
Group Files

200 per page v
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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)

e 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.

1]
<
ov

Paragraph v B I U~ A = v

Lato (Recom... v 19px ... Vv T ® = R 4

u f m + ' s ;:

add "stuff": links add a hyperlink
to a variety of
internal and
external sources
Insert Stuff x
@ My Computer b
4 Pearson Links Insert >
% Yuja Media Chooser - Kingsborough CC >

mm Course Offering Files b

=% Public Files b

= Add Video Note >

Media Library >

o YouTube >

s+ Flickr >

& Insert Link >

@ Enter Embed Code >

Canesl

e 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:

Add Activity x
- ~
[ Search. Q ]
LTI Link & LT Advantage Deployment
Access Pearson Arcess Pearson
Ally Configuration Ally Configuration
Ally Course Accessibility Repart Ally Course Accessibility Report
Ally Institution Report Ally Institution Repert
ATLAS
CUNY Apporto v CUNY Apporto
CUNY MS Teams LTI 1.3 CUNY MS Teams LTI 1.3
CUNY OpenED
Hypathes Hypothesis - Kingsborcugh
LockDown Browser Dashboard
Lumen One Platform LTI 1.3 Lumen One Platform LTI 1.3
Microsaft Education Microsoft 365 LTI
Cancal
#

To add any External Learning Tool:

e Click Existing Activities in any Content module.

2 Module 7 -- Persuasive Writing . 8

& Overview
Add dates and restrictio
Add Cengage Content
[0 Bookmarks
Assignments
B Course Schedule
Checklist
Table of Contents 21 Clcasons
I External Learning Tools
.. Module 1 -- Course 6
" Introduction Google Drive
Hypothesis - Kingsborou
.. Module 2 -- Getting 3 ivpothesis - Kingsborough
S Labster US
.. Moduled -- 1 Lumen One Platform Content Selector
" Paragraph Structure
MecGraw Hill Connect LTIA
Module 3 - Thesis 4 Media Ubrary

i statements and
A _ MyOpenMath Assessment
-~ Topics: Techniques of pe

OneDrive
.. Module 7 - 5 Reading: Selected persu
" Persuasive Writing ) Pe: Link
Assignment: Essay 2 dut rebosbiod
 Zoom Meetings 2 Upload / Creste v Existing Activities v 2 BukEdn

Add a module. "
# How to Write a Persuasive Essay

- Video

e Select a tool and click on it.
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Add Activity x

- R
Search Q,
LTI Link = LTI Advantage Deployment
0
Access Pearson Access Pearson
Ally Configuration Ally Configuration

Ally Course Accessibility Report Ally Course Accessibility Report

Ally Institution Report Ally Institution Report
ATLAS

CUNY Apporto CUNY Apporto

CUNY MS Teams LTI 1.3 CUNY MS Teams LT 1.3
CUNY OpenED

Hypothesis assignment Hypathesis - Kingsborough

LockDown Browser Dashboard

Lumen One Platform LTI 1.3 Lumen One Platform LTI 1.3
Microsoft Education Microsoft 365 LTI
Cancel

The tool will display within your module. Click on the blue text to open it.

Hypothesis assignment - v

&% External Learning Tool

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:

Upload / Create

i How to Write a Perst

@ Video

i Persuasive Essay for’

,g, Assignment
© Due May 13 at 11:59 PN
© Available on Apr 25, 202

o Available until May 13, 2

Existing Activities

Add Cengage Content

Assignments

Checklist

Discussions

External Learning Tools

Google Drive

# Bulk Edit
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Add Activity

Assignments
B, Persuasive Essay for Week 7

Due on May 13, 2024 11:59 PM
Available on Apr 25, 2024 12:01 AM until May 13, 2024 11:59 PM

8, Weekly Reading Response Journal
Available on May 14, 2024 12:01 AM until Jun 19, 2024 11:59 PM

B, Midterm
Due on Aug 7, 2024 11:59 PM

&, Turnitin

8, Assignment 2: Argumentative Essay
Due on May 3, 2024 11:59 PM

Assignment 2: Argumentative Essay
8, Assignment 3: Annotated Bibliography
Due on May 17, 2024 11:59 PM

B, Monday assmt

Cancel
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Vlewmg a Student's Completed Quiz

Go to Gradebook.
e Click on question mark next to score for the student.

nal Grades

Weighted Total

[=] Quizzes «~

lated Grade

Week 2 Quiz

-/100,-/-,-

Week 3 Quiz

-/100,-/-,-

-/100,-/ -, -

Week 5 Quiz

-/100,-/-, -

60/100,3/5,D

- 0f100,3i5,D

Week 6 Q

80/1

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

Attempt

Completion Summary ~

Completion Summary

Attempts 1

Timing

Time Limit: 0:15:00 (enforced)
Average time taken: 0:03:00

Grade Statistics

Highest Attempt

e 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.

e 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.

< Back to Manage Quizzes New Quiz Quiz tool
Quiz Title 1 e .
Availability Dates & Conditions -
Untitled
Start Date
‘Grade Qut Of Due Date
=
O points Mot in Grade Book ~ @ =]
nnnnnnn
Description
=
Relea

Questions

Add Existing ~ Create New ~

Ready to begin adding quiz content?

Click Add Existing or Create New to get started I Pas:
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£ Back to Manage Assignments New Assignment Assign ments tool
Assignment Title * . re e
Availability Dates & Conditions =
Untitled
Start Date
Grade Out Of Due Date
]
Ungraded =]
End Date
Instructions =
Paragragh B I U~ % v By n L B o+~ & Release Conditions
® == <
Lslo Mo, ~ 19px.. ¥ ? v = El' Users are not able to access or view the assignment
unless they meet the release conditions.
Add Release Condition
Special Access
7~
Special Access allows activities to be available to
only a select group of users or individualized due
dates for certain users
D 4 L 6 4 ¥ Record Audio @ Record Video Manage Special Access

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.

Special Access

Step 1

/

fﬁ:w Allow only users with special access to see this quiz

Allow selected users special access to this quiz

Add Users to Special Access < Step 2

Save and Close Cancel

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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Attempts

+ | Override attempts allowed

Step 1: # of
Attempts Allowed attempts

3 v

Optional Advanced Attempt Conditions will appear if a number of attempts from 2 to 10 is applied

Advanced Attempt Conditions

To restrict access to attempts, enter a minimum and/or maximum percentage (0 - 100) that needs to be achieved on the previous attempt to qualify for another attempt.
If the minimum and/or maximum percentage is left blank, it will not apply. If both are left blank, then there is no restriction.

Attempt 2 - Min: % Max: % on Attempt 1 Step 2- attempt

Attempt 3 - Min: % Max: % on Attempt 2 conditions

e Select User for special access from your class list by clicking the checkboxes near their name and click
Save.
Users

View By: User v Apply

Q, ' Show Search Options

First Name = Last Name  Org Defined ID

n cancel

Managing Special Access for Assignments

e 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.

Manage Special Access  siep 1 select time or

access restictions

o “Allow users wj ecial access to submit outside the normal availability dates for this folder
| Allow only users with special access to see this folder

. Step 2: add users
Add Users to Special Access  f—

Save and Close Cancel
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Click the Add Users to Special Access button.

Special Access - Untitled

Properties

Due Date

Has Due Date

M 9/10/2024

Availability

Has Start Date Step 1: select dates

Has End Date

™ 9/10/2024

Users
View By: User v Apply Step 2: select users

Q, ' Show Search Options

First Name & Last Name

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

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

Course Admin  Quick Eval Content Assignments Discussions Quizzes Class Progress Awards | Grades

Enter Grades Manage Grades Schemes Setup Wizard Step 2: Wizard Step 1: gO to /

— tab

Export Switch to Spreadsheet View More Actions Vv

Grades

Click Start at the bottom of the summary page.

Grades Setup Wizard

Welcome to the Grades Setup Wizard!

Current Grade Book Settings

Grading System
Weighted

Final Grade To Release
Release the Adjusted Final Grade

Do not automatically release final grade

Grade Calculations
Treat ungraded items as 0

Automatically keep final grades updated
Apply automatic zeros to missing submissions

Detault Grads Scheme

Kingsborough Grade Schema

Manuging View Display Optians
Display 2 decimal places for grade item values

‘Studont View Dispiay Options
Display points grade values

Display weighted grade values

Display grade scheme symbols

Display grade scheme colors

Display 2 decimal places for grade item values
Display 50 characters for Text type grade item values

Display the final grade calculation to users.

=n




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.

Step 1of 7

Step 1: Choose Grading System

Grading System

Final Exam Item (200 points)

Final Grade: /240 points

Formula @

Final gradg is determined by a custom defined formula
Grade it¢ms and categories use the Points system
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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:

e Calculated final grade is based on the grade formula set up in gradebook and cannot be

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

Step 2 of 7
Step 2: Final Grade Released
Step 1: how final

Release
Calculated Final Grade / grade is

calculated

The grade that is achieved by users b on the grading formula set up in the grade book. It cannot be adjusted without editing

grade item scores.

® Adjusted Final Grade
Allows you to modify or adjust users' grades before releasing them.  Step 2: when final grade is

// released
« Automatically release final grade

When enabled, the system automatically marks users' final grades as released once created. You may still alter the release status

after being automatically released.

m Go Back Cancel

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

e 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.

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

assignments.

Optional

e Automatic Zero for Missing Submissions: will automatically assign a grade of zero only

to past due assignments
e Auto Update: updates grade automatically
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Step 3of 7
Step 3: Grade Calculations

Ungraded Items

Drop ungraded items @

@ Treatungradeditemsas0 @

Automatic Zero for Missing Submissions

v Automatically apply a grade of zero (0) to missing submissions once an assessment becomes overdue
Changes to this setting only take effect on assessments with future due dates

Auto Update

v Automatically keep final grade updated )

Go BaCK QMEI

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.

Step 4 of 7
Step 4: Choose Default Grade Scheme
Seherme Name Default Seheme Preview
Organization Schemes

Percentage @

Baruch Complete/Incomplete (%
Baruch Graduate Letter B
Baruch Pass/Fail B
Baruch Undergrad Letter %
BMCC Letter B
Bronx Community College Letter B
City Tech - Letter R
€Sl Letter G
€5 Nursing Letter B
Dermo Letter Y
Guttman Grading Glossary - Letter =%
Hostos -Allied Health Grading schema B
Hostos Letter (2
Hunter -Graduate Grade Schema R
Hunter -Undergraduate Grade Schema B
John Jay Graduate Schema for Final Grades B
Jahn Jay Undergraduate Schema for Final Grades B
Kingsborough Grade Schema . B
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Step 5: Managing View Display Options

Select the number of decimal places to display.

Step 50f 7
Step 5: Managing View Display Options

Decimals Displayed *

Number of decimal places to display = 2 (@]

Step 6: Student View Display Options

Select options to the student’s view of their grade:

Step6of 7

Step é: Student View Display Options

Grade Details

+ | Points grade @

+ | Weighted grade @

+ | Grade scheme symbol @)

+ | Grade scheme color @

Decimals Displayed *

Number of decimal places to display 2 7]

Characters Displayed *

Number of characters to display for Text items | 50 2]

Final Grade Calculation

«" | Display final grade calculation to users e

m ol Cancel

Step 7: Summary

Summarizes your choices. You can re-run the Wizard at any time or you can modify individual
settings within the Wizard.



Step 7 of 7
Step 7: Grades Setup Summary

Grading System
Weighted

Final Grade To Release
Release the Adjusted Final Grade

Automatically release final grade

Grade Calculations
Treat ungraded items as O
Automatically keep final grades updated

Apply automatic zeros to missing submissions

Default Grade Scheme

Kingsborough Grade Schema

Managing View Display Options
Display 2 decimal places for grade item values

Student View Display Options

Display points grade values

Display weighted grade values

Display grade scheme symbols

Display grade scheme colors

Display 2 decimal places for grade item values
Display 50 characters for Text type grade item values

Display the final grade calculation to users

= - -
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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.

Course Admin  Quick Eval Content Assignments Discussions = Quizzes = Class Progress Awards Grades More v

Manage Quizzes Question Library Statisti otkDown Browser © Help
New Quiz Edit Categories More Actions v
View:| By Availability ~ Apply
# Bulk Edit

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.

€ Back to Manage Quirzes New Quiz Add additional options below

e Availability Dates & Conditions [
Uneitied
caseouor Add to gradebook  pueowe

c\‘u-rlhl Mot In Cusde Book al -

Timing & Display 4
Bescription

Ho time il

Alerts 3ad commasication blockee

Attempts & Completion [
Questions B proview

1 stber

Compl

Evaluation & Feedback b

Ready to begin adding quiz content?

uro-pablish results
1 resull dspl

Click Add Existing or Create New to get started

s e [ ) Higsen Make visible

49



Adding Questions to a Quiz
e Select Create New.
e Select New Question.
e Select the question type.

Questions
e
€ New Question
Ready

Multiple Choice
Click

True or False

content?

>t started

o Fill out the question details.

e To create another question, select Save and New; or select Save to return to the quiz creation

page.

i Al

H Save and New

Save and Copy

Cancel

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

Add Existing Create Ne

/
v

Upload a File

Browse Question Library

e 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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https://kccd2lbstrain.commons.gc.cuny.edu/tests-and-quizzes/creating-a-quiz/

Upload a File X

Drag and drop or

Browse Files

Supported Formats
Formatted text file (CSV) 4 Download template CSV
IMS QTI compliant course package (ZIP)

Cancel

4

Adding Questions from Question Library

e Select Browse Question Library.

e Select the checkbox of the questions you want to add to your quiz.
e Select Import, Import to Top of the Quiz, or Import to Section.

Browse Question Library X

Q Source: Question Library v Filter v Sort: None

= Jitems selected

+  Red is a primary color True or False 1 point %

«  Puceis a primary color True or False 1 point &

< Import to Top of the Quiz True or False 1 point %

Import to Bottom of the Quiz

Import to Section >

impor Cancl

e 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.

Final Grades
( } Last Name & First Name
Final Calculated Grade v ATI 1 -- MaternalFetal Health v
| PI¥ v 0/100,F @ 0 /LF
8 | P v 0/100,F @ 0"/ LF
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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.
e To set up notifications, click on your name in the upper-right hand corner and select
Notifications.

aogy: CUNY Core BIO
orough CC]

Announcements v

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

Instant Notifications Emall

Activity Feed - new comments from others on a post

Activity Feed - new posts created by others

Announcements - announcement updated

Announcements - new announcement available L
Assignments - assignment feedback released

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

Assignments - assignment feedback updated

Assignments - publish all feedback completion

Content - content item created

Content - content item updated

Content - content overview updated

Content Service - feedback for content service uploads

Discussions - mentioned in a discussion post or thread

Discussions - new post in a forum, topic, or thread that | subscribed to in instant notifications

Grades - grade item released Ld
Grades - grade item updated

Quizzes - quiz due date or end date Is 2 days away

Customize Notifications

7 Include my grade value in notifications from Grades

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.

Add Existing Create Ne¢

l
v

Upload a File

Browse Question Library

e In the pop-up window, click on the hyperlink for Download template CSV to download the CSV
template.
e 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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Home Insert Draw Page Layout Formulas Data Review View Automate  Acrobat
& cu AptosNarrow Bod.. v 12 v A A1 = == & 25 Wrap Text v General
[B Copy v _
P S | BT Uy HY|AvAY = B MemgesCenter v § v % 9
2 s 5
A 8 c 0 3 F G H 1 3
1 _//(Note: The images'folde directory)
2 |iQuestionTextisaiwaysa requiredfisi] 1 Comments have a //
3 aquestion
4
5 “CSVUTF-& /1IN
6
7 //WRITTEN RESPONSE QUESTION TYPE
8 }
9 NewQuestion WR
10 1D CHEM110-234 Written Response question type
11 Title Thisis a written response question
12 i 1
13 Points 1
14 Diffcutty 7
15 Image images/UALjpg
16 InitialText Thisis the initial text
17 Answerkey This s the answer keytext
18 Himt Thisisthe hint text
19 Feedback Thisis the feedbacktext
20
21
22 //SHORTANSWER QUESTION TYPE Short Answer question type
23 /1Answers must include text in column3
24 NewQuestion SA
25 1D CHEM110-235
26 Title Thistsa short answer question
27
28 Points 5
29 Difficulty 2
30 Image images/SALjpg
31 InputBox 3 )
32 Answer 100 This s the tes regexp
33 Answer 50 Thisisthe text for answer 2
34 Hint Thisis the hint text
35 Feedback Thisis the feedbacktext
36
37 |//MATCHING QUESTION TYPE Matching question type
38
39 NewQuestion M
40 1D CHEM110-236
41 Titte Thisis a matching question
42 it
43 Points 2
44 Dimcutty 2
45 Image images/me1.jpg
46 Scoring EqualyWeighted
47 Choice 1 Thisis cholce 1text
48 Choice 2 Thisischoice 2text
45 Choice 3 Thisischoice 3text
50 Match 3 Thismatches with choice 3
51 Match 1 This matches with choice 1
52 Match 2 Thismatcheswith choice 2
53 Hint This is the hint text
54 Feedback This s the feedback text
55
B J/ARLIPLE CHOICH QUESHON TYPE Multiple Choice question type
57 //Options must include text in column3
58 NewQuestion MC
59 1D CHEM110-237
60 Titie Thisis a multiple choice question
61
62 Points 1
63 Difficulty 1
64 Image images/MC1.jpg
65 Option 100 1
66 Option 0 1 option2
67 Option 0 answer 2 opt
68 Option 2
69 Hint Thisisthe hint text
70 Feedback Thisis the feedbacktext
71
72
73 /TRUE/ FALSE QUESTION TYPE
74 NewQuestion 13
75 1D

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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Al - fx  /N(Note: The ‘images' folder is assumed to be in the “/content/<course path>/* directory)

A B [ D E F G H 1 J K L
IH[Nute: The _mages'fulder is assumed to be in the "/content/<course path>/" directory)
/IQuestion Text is always a required field
/I An ID will be generated using the (Course code)-(Question number) if an 1D is not specified for a question

J/ Please ensure that the CSV file is saved as "C3V UTF-8" encoded to ensure that non-ASClI characters like y'1, y/[1, '® and other are able to be correctly imported

//TRUE / FALSE QUESTION TYPE
NewQuestiol IF \
n

D Freshman Writing

Titls This s a True/False questi .
e a135 T alas e Copy and paste the desired

QuestionTexi Charles Dickens is a Taylor Swift's boyfriend. R
Points 1 question types
Difficulty 1
Image images/TF1.jpg
TRUE 100 Nice work!
FALSE 0 Read Oliver Twist.
Hint Think Victarian England

Feedback  Charles Dickenswas a Vict
tleruesﬂul TF
|

D Freshman Writing

Title Thisisa True/False question

QuestionTexi Maryann Evans is the pen name for Taylor Swift

Points 1

Difficulty 1

Image images/TF1.Jpg
TRUE 100 Not true. Maryann Evans was George Eliot.
FALSE 0 You know your stuff!

Hint Think Victorian authors.

Feedback  Maryann Evans was the pen name for George Eliot, who wrote Middlemarch.

[f & U0 6 S B R RO oo hwn Ro©@TOO0RITRNR

e Replace the data in each respective cell with your questions.
e When you are finished, save your document as a CSV file. Brightspace will not accept any other file
type.

Upload a File X

Drag and drop or

Browse Files

Supported Formats
Formatted text file (CSV) €» Download template CSV
IMS QTI compliant course package (ZIP)

Cancel

e Click on Browse Files in your Brightspace window, select your CSV file, and click on open to upload it.
e 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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Upload a File *

©

Upload Complete!

Found 2 questions
Import All Cancel

Questions EQ Preview
e Toal Pints 2
(] selectAl Add v

D 1 This is a True/False question 1 point

True or False

[:] 2 This is a True/False question 1 point

True or False

e Use the Preview button to see the question content.

Preview Question

When taking the question, it would appear as:

Charles Dickens is a Taylor Swift's boyfriend.

() True
() False

When grading the question, it would appear as:

Charles Dickens is a Taylor Swift's boyfriend.

©

= (@) True
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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:

e 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)

"as

l Course Offering Information

Change Imag;

Unpin
‘,I‘ Inactive
2024 FA [1] Topics in Learning B
Biology: CUNY Core KCC

BIO 100 OKC1 [9967]
[Lecture]
[Kingsborough CC]
Starts August 22, 2024 at
12:01 AM

e On the course information page, scroll down to the section named Active. Check the box to

the left of the term Course is active.

Active

\ Active Course is active

( Course is active
= Public in ePortfolio

o]

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.

Announcements

= Availability Date Defaults
Checklists

A Competencies

® Course Builder

@ Course Reset

1 Glossary

& Homepages

% Intelligent Agents
¥ Quick Eval
Seating Chart

@ System Log

Course Administration

K Assignments

© Awards

= Class Progress

= Completion Tracking

B Course Design Accelerator

® Discussions

W Grades

4 Import / Export / Copy

Components

% Learning Activity Library
Manage Files
Quizzes

&' Self Assessments

X Tools

& Attendance

= Calendar
Classlist

1 Content

W Course Offering Information

B Frequently Asked Questions
Groups

& nsights Portal

# Instructional Design Wizard

& Locations

© Navigation & Themes

B Rubrics

(1 Surveys

i Widgets

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.

[ Bulk Edit Dates

Checklist

Type Name &

5 Bulk Offset Dates
Due Date

B Week 2 Checklist N/A

Start Date End Date

N/A N/A

Days Available Start/End Dates in Calendar Other Dates \ Visibility Status

@ Visible

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.

Manage Dates

Course Duration

Course Start: - Course End: - #

Filtes by Tosl

Dus Date

Grades. Intelligent Agent Quizzes

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

Announcements B test ~ N/A 6/20/2024
9:08 AM

Discussion st N/A

Forum

Grade Item § Total ~ N/A

3, Visible if
conditions met

@ Visible

o Hidden

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

# EditHTML » Download & Print A% Alternative formats

Activity Details Learning Objectives Completion Summary

o Hidden
Required: Automatic «»

View this topic to complete the activity

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.

Assignment

No Category

ATl 1-- Maternal/Fetal Health ~ @ 18 §

ATl 2 -- Pediatrics ~ @ 9

View Submissions ]
ATI 3 -- Geriatrics

Edit Assignment

ATI 4 -- Pharmacol

Make Visible to Users I

Manage Exemptions
ATI 5 -- Mental He

Delete Assignment

Copy Assignment

Copy to Other Courses

Submission Log
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Setting up Recurring Zoom Meetings in
Brightspace

To set up a recurring zoom meeting:
e Access your CUNY Zoom account by going to https://cuny.zoom.us/
e You will be prompted to log in. Enter CUNY login credentials.

e Onyour CUNY Zoom homepage, click on the Schedule button.
Zoom Products Solutions Resources Plans & Pricing ScheauleJJnm Host Web App

Mootings

Personal Contacts

Parsonai Devices
Whiteboards

John Doe
Notes
Surveys
Recordings & Transcripts

Cros

Scheduler

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

Protile
< Back 1o Meelings
Schedule Meeting
Personal Contacts
Personal Devices Topic My Meeting
Whiteboards
Notes
Whi AM
Surveys
Recordings & Transcripts Duration ~ J mi
Clips
Time Zone
Scheduler
Settings
Reports Attendees
Account Profile
Registration Required

e Enter your recurring meeting details.
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https://cuny.zoom.us/

Time Zone ( (GMT-4:00) Eastern Time (US and Canada) v I

Recurring meeting Every week on Mon, until Nov 3, 2024, 6 occurrence(s)
—

Recurrence | Weekly v]
L
Y

Repeat every I v | week(s)
\ )

Occurs on (Jsun =~ Mon (JTue (JWed () Thu (JFri () Sat

End date () Noendtime © By [ £ 11/03/2024 J
() Atter 7 v occurrences

Once everything is ready, click on Save.

Scheduler Whiteboard 2 Add Whiteboard
Settings
Security ode | 006933
Reports Only users who have the invite link or passcode can join the meeting
Account Profile Waiting Room
Only users admitted by the host can join the meeting

Require authentication to join
Zoom Learning Center

Video Tutorials

Knowledge Base Video Host on O oft
Participant on O off
Audio Telephone Computer Audio O Both

Dial from United States o

Options Show

Go back to your Brightspace course and enter your Zoom module. Click All My Zoom

Meetings/Recordings.

Table of Contents > Zoom 2 »> Zoom - KBCC

Zoom - KBCC ~ xR <>

zoom @ Home £ Appointments

Your current Time Zone and Language are (GMT-4:00) Eastern Time (US and Canada), English 2

| DI ey [l Schedule a New Meeting
Y
[: Personal Meeting Room Cloud Recordings Get Training [&

Show my course meetings only

Start Time Topic Meeting ID

No Data

All of your upcoming recurring meetings will be displayed.
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Table of Contents > Zoom 2 * Zoom - KBCC

Zoom - KBCC ~

zoom ar Home Appointments

Course Meetings/Recordings > All My Zoom Meetings/Recordings

Upcoming Meetings Previous Meetings  Cloud Recordings

Start Time Topic

Mon, Sep 23 (Recurring)

10:00 AM My Mesting
Mon, Sep 30 (Recurring) .
10:00 AM My Meeting
Mon, Oct 7 (Recurring) .
10:00 AM My Meeting
Mon, Oct 14 (Recurring) My Meeting

10:00 AM

Meeting ID

820 3592 3667

820 3592 3667

820 3592 3667

820 3592 3667

Start Delete

Delete

Delete

Delete
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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.

Checklists

New Checklist More Actions s

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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Checklist Contents Restrictions

Checklist Properties

Name *

[ Course Review

Description

"
<
1]
<
ov
.=
%
a
™
<
ki
<
+
<
H
E
3
<
<
"
Ll

Paragraph v B I U-v &
b ® = R o

Content to be reviewed with students before their final exam.

New Window

[ ] Open this checklist in a new window when viewed.

Categpries and Ifems

New Category New Item Reorder

You haven't created any categories or items.Click New Category to add a new category or click New Item to add a new item.

m e o

e Repeat step 2 until you've added all your content to the checklist.
e Click Save and Close.

Copy a Checklist

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

Checklists

Course Review

Content to be reviiawsad with ctiidante hafara thair fing| exam.

Edit

Preview in a new window

Copy

e 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

e On the navbar, click Checklist.
e 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.

e 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.
e Click Save and Close.

Editing or Reordering a Checklist

e To edit a Checklist, click on the downward chevron and select edit.
e The Checklist table displays, with a list of Categories and Items.

e Reorder Items within a Category by checking the box next to an Item and clicking the Reorder
button.
Categories and Items

New Category New Item Reorder
# Edit @ Delete
Categories/H€ms Due Date
P Week 1 Checklist to edit, click on the

title of Item
P

Task 1- Review the Syllabus | «

Task 2- Reading from Open Stax

Task 3 - Discussion- Read posts v Sep 5, 2024 11:59 PM
Task 4-Discussion- Write your post v Sep 5, 2024 11:59 PM
Task 5- Discussion- respond to another learner v Sep 5, 2024 11:59 PM
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e Toedit anltem, click on the Item name.

Adding a Checklist to a Module

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

Upload / Create Vv

i Weeks 1-4 Self-asses

(‘9 Self Assessment

# Writing Process Esse
@ PowerPoint Presentatic

# Week 2 Checklist
E Checklist

Add a sub-module...

Existing Activities v %> Bulk Edit

Add Cengage Content

Assignments

Checklist

Discussions

External Learning Tools

Google Drive

Hypothesis - Kingsborough

R\

e Alist 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.

Class Progress Brightspace £ Settings @ Help Search users Q

access overall _
In this course

Filter to: AllUsers »

Name & System Access Content Completed izzing rades

I e ulnl w__ Hlsnil _Nunl

System Accesses: 1  58%  Completed:21/36 71%

PITE ST | 1 =8 mall. 5N

System Accesses: 23 94 % Completed: 34 / 36 70 %

e e . (—— in snllln sl=nsl Enlislimn
System Accesses: 37 92% Completed: 33 / 36 80 %
B o~ O A% G euns SN

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

e Click on the student’s name.
e View a summary of all data collected by area using the left-menu (1).
e 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).

Progress Summary G |

< | Grades Score: 67 /100, D
el grade et elessed Em uE B. N Em

Grades Received: 19 D 2

2024 Fall Term 1
Summary
rades Content
Topics Visited  Total Visits  Time Spent 94% Ci leted: 34 / 36
ompleted:
Content 36/36 166 0d Oh 43m 19s g
Discussions
Topics Visited: 36 b

Assignments
Quizzes
Checklist

Surveys . .
Discussions

Course Access
PostsRead Threads Created  Replies Posted

System Access History 15 5 4

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

e 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.

Course Admin Quick Eval Content Assignments Discussions Quizzes Class Progress Awards More v

Class Progress @ Help Search users Q

Filter to: AllUsers ~»

Use agents to automate feedback

e 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.

Settings

Set which indicators display in the table on the Class Progress dashboard. Numerical order represents the reading order of the indicator columns in the table.

1. Booslisl o sl lmdi  System Access ( Last 30 days)| +
System Accesses: 144 . |
ystem Accesses The System Access indicator dif~!~+ == =simbos ~f ~moafceg o the system for the last 30 days.
Move down
2. — Content Completion Summary]
65% Completed: 55 / 85 ) Replace ) .
The Content Completion Sumny phany required content topics each student has
completed.

3. [IEnEmEmEEnNEEsE  Quiz Performance Summary

91% . - .
The Quiz Performance Summary indicator presents the current average on all quizzes as well as a

visualization of the scores of the last 15 items. Hovering over each bar provides additional details for
the quiz.
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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.

Quick Eval

IEI Week 1 - Conducting an Experi...
Due Sep 11 « 2024 FA [1] Topics in ...
O

o’ Student Lounge
2024 FA [1] Topics in Biology: CUNY...
O

[u_-r Week 1- Introductions
Ends Sep @ « 2024 FA [1] Topics in ...

View all activities

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

Course Admin  Quick Eval Content Assignments Discussions Quizzes Grades Class Progress Awards More v

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 Filters

2024 FA [1] Topics in Biology: CUNY Core BIO 100 ...

First Name Last Name Activity Name Submission Date &

2024 FA [1] Topics in Biology: CUNY Core BIO 100 ...

First Name Last Name Activity Name Submission Date &

LKL

-1
=

You're all caught up!
There are no submissions that need your attention in this course.

Check the Multi-Course Quick Eval to see if there are new submissions in your other courses.

n 8, Week 1 - Conducting an Experiment Assignment 8/27/2024 10:49 PM
a B, Week 1 - Conducting an Experiment Assignment 9/4/2024 9:44 AM
B, Week 1 - Conducting an Experiment Assignment 9/6/2024 5:35 PM
a 8, Week 1 - Conducting an Experiment Assignment 9/8/2024 226 AM
@ Week 1- Introductions 9/8/2024 201 PM
E @' Student Lounge 9/8/2024 7:33 PM
B, Week 1 - Conducting an Experiment Assignment 9/9/2024 11:03 PM
Quick Eval
[r—
View by: Submissions Activities Filters v Q
——

Activities Views

By default, unassessed activities do not appear in Quick Eval once a course’s end date is reached.

Quick Eval
View by: Submissions Activity Name w

2024 FA [1] Topics in Biology: CUNY Core BIO 100 ...

#' Student Lounge 1
0 1727 0/27 0/27
Discussion Now Posts Completed Evaluated Published
# Week 1- Introductions 1 (-\ h m
Diccussion New Fosts A 24/27 27727 27/27
ompleted Evaluated Published
B, Week 1 - Conducting an Experiment Assignment 5 '
- 5/27 0/27 027
Assignment » Due: 9/11/2024 11:59 PM New Submissions Completed Evaluated Published

oe
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To toggle between the graphical summary view and the evaluation view, click on the radio buttons in

the display:
Quick Eval
View by: Submissions Activities Activity Name

2024 FA [1] Topics in Biology: CUNY Core BIO 100 ...

#' Student Lounge

" 27 8 1727 » 1727
Discussion Completed Evaluated Published
Quick Eval
View by: Submissions Activities Activity Name v
2024 FA [1] Topics in Biology: CUNY Core BIO 100 ...
# Student Lounge =9 E),
Discussion Evaluate All Submission List More Actions
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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:

e Login Activity: If the student has or has not logged into Brightspace.

e Course Activity: If the student has or has not accessed the course.

e Assignments: If a student has or has not submitted an assignment.

e Discussions: If a student has or has not posted to a discussion topic.

e 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.

e Content: If a student has completed, not completed, viewed, or did not view a content topic.

e 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:
e Emailing students with grades below a certain level.
e Congratulating students with a grade above a certain level.
e Checking for students that have not logged in within a specific number of days to remind them of
the importance of viewing course material.
e Checking for students that view a specific content topic

Creating an Intelligent Agent

e From Course Admin select Intelligent Agent or click on Intelligent Agent under the More
dropdown list on your Navbar.

e Click on New Agent

e Enter name of Agent.

e Enter a description that explains the purpose of the Agent for your reference.

e Add a category if desired.

e Check to enable Agent.
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New Agent

Agent Name: *

{ Lab Quizzes 1

Description:

This agent will check if the student is taking their lab quizzes. 2

Category:

[ Lab quizzes v Add Category 3

Status:

Agent is enabled 4

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.

Scheduling 1 P
Criteria 2 P
Actions 3 P
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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.

Scheduling
Frequency
‘Weekly

Repeats Every:

1 week(s)

Repeats On:
v Monday | | Tuesday | | Wednesday | | Thursday

Friday Saturday Sunday

Scheduled Time

1219 PM

Schedule Dates:

Has Start Date

Has End Date

Setting up Intelligent Agent Triggering Criteria

e The Criteria block sets up trigger conditions or release conditions (opens release condition dialog

box).

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

roles.

o 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.

e You can also add or create a Release Condition for your agent.
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Visits the content topic: Essay Assignment 1 X

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.

e Set a desired repetition.

e Select Send an Email.

e Add a To: note that this should always be {InitiatingUser}. Do not try to add users from your
Classlist or directory.

e Add a Subject.

e Add a message. If you wish to customize your greeting the replacement string {FirstName} will
insert the student’s first name.

e Add attachments if desired.

e Save and close.
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Actions v

Repetition

@ Take action only the first time the agent’s criteria are satisfied for a user
Take action every time the agent is evaluated and the agent’s criteria are satisfied for a user
What Action Repetition setting should | use?
Change User Enroliments

Change user enroliments when the criteria are satisfied

Enroliment Action New Role

Change current role Designer-Non Cascading v

Send an Email

| Send an email when the criteria are satisfied 2
Name that the emails come from: System - No Reply
Reply-To address for D com
How can | change the default From and Reply settings?
To: | {InitiatingUser} 3 |
Ce: 2
Bec: 2
What special email addresses can | use?
Subject: *
Lab Quizzes 4
What replace strings can | use in the subject and message?
Message:
Paagraph v B ] U~ A =Ev Ev 5 L B Iv By +>  LoRecom. v -

Hi {FirstName}, 5

Lab quizzes are an important component of your course. Make sure you have logged onto the lab every week and completed;
the quiz. Remember, if you have any questions to come to office hours.

Best,

Prof. Lupus

Attachments

Drop files here, or click below!

@ Upload Record Vv

Choose Existing

Email Format:
@ HTML

Plain text

R |
Save i

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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Agent

Class Inactivity ~ €@

Missing Unit 1 Paper s

Used to quickly learn which student missed the unit 1

paper.

Week 1 Discussion Agent s

Results of Last Run

8 users identified

2 users identified

Last Run Date

Qctober 4 at 12:00 PM

4 hours ago

Next Run Date

Tuesday,
October 11,
2022 1:24
PM EDT
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Providing Feedbac
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

< for Assignments,

Quick Eval
e Summary view. Click on the radio button at the end of the row to toggle evaluation view.
Quick Eval
View by: Submissions Activities Activity Name s Q,
2024 FA [1] Topics in Biology: CUNY Core BIO 100 ...
&' Student Lounge 1 .
Discussion New Pests .ca;ﬁ?m Ev?lﬁfm Pu?aﬁszr?:ed °
& Week 1- Introducti ﬁ ﬁ ﬁ
" = mireductions 1 24/27 27/27 27/27 ;
Discussion New Post Completed Evalusted Published
B, Week 1 - Conducting an Experiment Assignment 5 .
Mewe Submissi ' 5/27 0/27 0/27 o
Assignment » Due: $/11/2024 11:59 PM e submissl Completed Evaluated Published
©
e Evaluation view.
Quick Eval
View by: Submirsions Activity Mame w =}
2024 FA [1] Topics in Biology: CUNY Core BIO 100 ...
# Student Lounge D E} o
L ]

Dlscussion

Evaluate All Submission List

More Actions:
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Assignments

e Click on the number in Assignments, New Submissions column.
-
No Category
Persuasive Essay for Week 7 ~ @ § By
Due on Oct 1, 2024 11:59 PM 1/2 2/2 2/2
$2p12:0ct1
Loretta v @ ¢ 0/2 o2 0/2
Response Papers P 1
3 v ® 9
0/2 or2 of2
Due on May 17, 2024 13:59 PM
Discussions |
Assignment 2: Argumentative Essay ~ §  CliCk on number to
Due on May 3, 2024 11:59 PM grad e, ngw : o o oz
submissions
e Click on assignment icon in the Gradebook.
Final Grades
Last Name & First Name
Final Calculated Grade L Assignment 2: Argumentative Essay ~
Click on icon in .
B | King, Jake ~ 121/ 454.5,F gradebook 1o B, |0 /25 F
grade new
submissions
Fo | Tomarchio, Maria ~ 30/ 4545 F B, jo° /25 F
Quizzes
e Click on the icon in Gradebook to grade a new submission.

Week 3 Quiz v

/100,-/-;~

B -/100,-/-,-

g -/100,-/--

[ A /100 /
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e Select Grade from the Quiz dropdown menu.

Week 3 Quiz: Evolution- The Galapagos Finches Quiz 'l

¥ Due on Sep 25, 2024 11:59 PM
Available on Sep 25, 2024 8:00 AM until Sep 25, 202¢ Edit

Copy of Week 3 Quiz: Evolution- The Galapagos Finch Hide from Users

| Due on Sep 25, 2024 11:59 PM
Available on Sep 25, 2024 8:00 AM until Sep 25, 202¢
Delete

Preview

Copy

Grade

Setup Reports

View Reports

Statistics

Manage Exemptions

Attempt Logs

Discussions

e Click on the bubble icon in Gradebook.

How do you like to brainstorm? v

@'|4/5 B-

@ |5/5 A+

e Select Assess Topic from the dropdown menu in Discussions.
Week 2 Discussion Part | -- Analyzing a Topic ~

Must post first
How do you analyze an essay assignment? What details do you look for in the
assignment before you move on to generating ideas?

In order to post an answer to this topic, you will need to create a new thread. In
your thread, you will answer the prompt above. When you have posted your
answer, make sure to read at least two other posts written by classmates and
post shart replies. This Discussion topic is required and you will recieved feedback
on your post though it will not be graded

Topic Threads Posts Last Past

Analyzing an Assignment

s N Demo Student
§ includes assessment 1 minutc ago

View Topic in Grid View

Edit Topic

Week 2 Part Il -- E Nriting ~
Hide from Users

ampn

Must post first View Topic Statistics

When you have analyzed the :rlment. how do you
bralsbor new Ideas bo gt

Manage Exemptions

In order to post an answer tc create a new thread. In
your thread, you will answer  Subscribe w have posted your
answer, make sure to read ai 'en by classmates and
post short replies. This DiscL  Delete rou will receive feedback

on your post though it will nt. u,




Quiz Feedback

To view a quiz attempt and add feedback:

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

Grade Quiz - The Art of Atmosphere .

[ Kapert 10 Kol Manage Lremotoms Attemet Logs Mo Actiems +

Users  Attemots  Questions

View By:| Uier  ~ Acory

Ar9,2026928AM 476 o Publishect Ae 9, 2026 928 AM

e 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.

¢ Back Week 3 Quiz: Evolution- The Galapagos Finches Quiz
Due: 9/25/2024 11:59 PM « Freshman Writin;
Attempt
| Attempt 1 ~ |
Attempt 1

Due on Sep 25, 2024 11:59 PM

Available on Sep 25, 2024 8:00 AM until Sep 25, 2024 11:59 PM
Written: Sep 25, 2024 2:36 PM - Sep 25, 2024 2:43 PM

Quizzes Event Log

Timing

Time Spent: 0:07:09

Recommended Time Limit: 1:00:00. Not exceeded

Evaluation Summary

Reset Evaluation

Antempt Grade *

|' 92 | /105

Student View Preview

v

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

‘Question 4
‘What two. played a role in 9

The two characteristics that played a role in reproductively isolating ground finches are the beak size and mating songs/calls, These characteristicy
limited interaction and mating opportunities between different finch species.

Save Time
6:36 PM

Seore
/8 [not auto-graded: a default value of 0 was assigned)

b Expand question 4 feedback

Question 5

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

‘Week 3 Quiz: Evolution- The Galapagos Finches Quiz
€ Back to Quick Eval
Due: 9/23/2024 11:5% PM » 2024 F [1] Topics in Biodogy: CUNY Core B0 100 OKC1 [9967) [Lecturs] [Kingsborough CC)

Question 2
How did the population of medium ground finches on the island of Daphne Major change as a result of environmental changes over the years 1977, 1983 and 1985? To get full credit, you
need to state what happened in each of the years mentioned (1977, 1983 and 1985).

In 1977,a severe drought hit the island which drastically reduced the availability of small, soft seeds. Only large, hard seeds were left, so finches with larger beaks had a survival advantage

As 2 result, many finches with smaller beaks died and the population's average beak size increased
In 1983, there was an exceptionally rainy year due to El Nifio. This led to an abundance of small, soft seeds, making food more accessible for finches with smaller beaks. Consequently,

finches with smaller beaks survived better and the average beak size decreased again.
In 1985, the environment returned to a more typical state with fewer small seeds available, the finches experienced selective pressure once more. This favored finches with intermediate

beak sizes that could handle a variety of seed types, The population began to stabilize with a wider range of beak sizes adapting to the changing conditions,

Save Time

7:22PM

Scare

E/ 9 (not auto-graded: a default value of 0 was assigned)
D Expand question 2 feedback

Question 3

In a given

, are there more OF a spacies” Expran your answe:,

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.

View Statistics - Week 3 Quiz: Evolution- The Galapagos Finches
Quiz

7) Inchide exermted usess in stats

View By

Userstats  Question Stats

User Statistics

Grade Distribution:

Percentage of Users -
Overall Quiz Grada

8381 % (Std Dev = 1387 %)

Q, | Show Search Options
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Evaluating Material Performance: Quizzes

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

Content  Assi
Manage Qus
View Statistics - Week 3 Quiz: Evolution- The Galapagos Finches
Quiz
Include exempted
User St Question Details
Question Statistics Export to €5V Export to Excel
‘Grade Distribution:
|
L
Aiveride Caibinion Orages
Class 83.71 % (Std Dev ~ 13.24 %)
i Soose Aistonn s sibusbitiad s s el s o ovaiimt
What do she ——
Queston Wit e Storadard Dedation Ohscrimination tndex Point Bbseris
Question 1 90 % 30.00 % ~20.00 % -0.04
s0% 1788 % 1556 % wra
91.25% 2375% 2000% we
Question 4 o5 % 1275% 500% wa
Question s 100% 000% 000% we
Question & 100% 000% c00% e
Question 7 85 % 3571 % 20.00 % 034
Question 8 ss% ss71% 6000% 039
Question ® 667 % 1222% 1% we
Question 10 s37s% 2219% 2000% we
Question 11 7% a330% 000% 036
T 70% ASBI % 80.00 % 041
s0% 3000% +0.00% 047
100% 000% 000% wa
Question 15 | ee— as% w75 % 100.00% 033
Question 16 — 2214% 40.02 % 60.00 % na

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

/N Drawing

J\ Freeform Highlight

Text Highlighter

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.

CP Download Original

¢ Download Annotations

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.

€ BacktoSbmisions  E350Y On Malville etz (3
Freshman Witing

Deme Student | Billy Budd on the Juice dosx

¢

R

Bl Anatytical Rubric for Argumentative Essay - b

add a
comment and
aflag

R
/ [— B I Uvk =~ = 5 £ B8 +~
Whofcomn. v el v P @ = Row

| HNicely done. though | don't agree with your arguments.

@ 4 L 8 . & BecoiAodio BN Becord Video

Using a Rubric in Assighments

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.

e Open the Assignment submission and click on each criteria to add a score.

Criteria 25 the scroll toolk 0
Thesis & Argu %
‘ .| ®

Good (B) <= grade on this 3/4

Thesis is clear and argument is logical but lacks depth. ‘

- — > LY.
Criterion Feedback By =~ Ev |&a SIS

[ & b4
This is a good start. [ L Equation ? ]
Add a \.'Ir‘;' n specific E Table >
comment here
%a Insert Stuff

QOrganization

@ |

& Insert Quicklink
B

Insert Image
Not scored B Attributes
— Divider
Add Feedback
® Emoji
Use of Sources
() Symbols
© |
% Insert Code
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e Add overall feedback at the bottom of the right-hand menu.

Overall Grade
Total grade
calculated as
| ae9/25 9l .
Overall Feedback
Paragraph v B I U~ A& =~ Ev  +v <
Add overall feedback here. Note that you can use the
toolbar to add links to other content and you can record
audio or video feedback below.
#4
® 43 L 6 a & Record Audio @M Record Video

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

EN - O

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.

e Go to Discussions and select Assess Topic from the dropdown menu.
Week 2 Discussion Part | -- Analyzing a Topic ~

Must post first

How do you analyze an essay assighment? What details do you look for in the
assignment before you move on to generating ideas?

In order to post an answer to this topic, you will need to create a new thread. In
your thread, you will answer the prompt above. When you have posted your
answer, make sure to read at least two other posts written by classmates and
post short replies. This Discussion topic is required and you will recieved feedback
on your post though it will not be graded.

Topic Threads Posts Last Post

Analyzing an Assignment —
| .| Demo Student
? % 1 o))

Includes assessment 1 minute ago
Description of key factors in anal| View Topic

View Topic in Grid View

Edit Topic

Week 2 Part Il -- E Nriting ~
Hide from Users

Starts Apr 23

Must post first View Topic Statistics

When you have analyzed the ,nment. how do you
brainstorm new ideas to get

Manage Exemptions

In order to post an answer tc create a new thread. In
your thread, you will answer  sybscribe w have posted your
answer, make sure to read ai en by classmates and
post short replies. This Disct  Delete rou will receive feedback

on your post though it will N« we graucu.
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Click on the desired thread to enter the tool.

Assess Topic - Analyzing an Assignment

Publish All Feedback Retract All Feedback Manage Columns Manage Exemptions
Users Assessments
Q,  Show Search Options
Qa Publish @ Retract Feedback
First Name  Last Name Score
Demo Student
0/5(0%) Not yet evaluated

Status

20 per page v

Add overall feedback in the right-hand menu.

How do you like to brainstorm?

< Back to Assess Topic
Week 2 Part Il - Brainstorming for Writing

Jake King

Posts v

Post: 1 thread, 1 reply

How | brainstorm with my favorite method.
Aot 24,2024 1044 AM @ 67 words

work with.
1 favor this method because | feel like it helps me keep my ideas organized. In addition, it prevents small, yet interesting concepts from fading into the background.

% Reped in thread ‘Favorite Method for Beainstorm
Favorite Method for Brainstorm
May 29, 2024 1026 AM @ 9 words

10-wheeler trucks should not be allowed to do k-turns.

My favorite method for brainstorming is to write down each idea on a piece of paper without stopping. Once | have written down enough, | start to narrow down the ideas to find the best ones to

Sort: Odest First v

Overall Grade

Overall Feadback

"
<
il

Paagah v B I U~ A

"This is the space
for overall
feedback

® L 06 a

& Record Audio

User 102 @

"

& Record Video
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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

e Select Course Admin on the Nav Bar
Course Admin Announcements Quick Eval Content Assignments Discussions Quizzes Grades More v

e Select Import/Export/Copy Components

Course Administration

Tools

= Announcements [ Assignments & Attendance

™ Availability Date Defaults © Awards ™ Calendar

| Checklists = Class Progress iz] Classlist

A Competencies LI Content ® Course Builder

I Course Design Accelerator B Course Offering Information  ® Discussions

2 Frequently Asked Questions 1] Glossary b Grades

% Groups 4 Homepages 4 Import / Export / Copy

Components
# Instructional Design Wizard # Intelligent Agents 2. Learning Activity Library
Links % Manage Dates Manage Files

 Navigation & Themes ¥ Quick Eval | Quizzes

Rubrics &' Self Assessments [ Surveys

X Tools [ Widgets
e You will then be asked what you would like to do with the following options:

O O O O O

copy)

Copy components from another Org Unit (KCC course)
Export Brightspace Package (creates a zip file that will be downloaded to your computer)
Export a Common Cartridge (not commonly used. Creates an industry standard file)

Export as Thin Common Cartridge (disabled. Creates an industry standard file)
Import Components (allows you to select a portion of another one of your courses to
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e 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.

Import/Export/Copy Components

What would you like to do?

To copy a course from within

’o\ Copy Components from another Org Unit KCC to the current course
~ What is an Org Unit? shell. You must be an
instructor in both the source
Course to Copy: and the destination.

Search for offering

(V) Include protected resources

:"h‘/‘ Copy Components from Parent Template

What is a Parent Template?

Include protected resources

) Use this option to create a
( / Export as Brightspace Package zip file of your course for
i upload. Store this zip file in

What is a Brightspace Package?
Dropbox but do not open it.

() Export as Common Cartridge

What is Common Cartridge?

Export as Thin Common Cartridge Q

What is Thin Common Cartridge?

To copy from another course

(") Import Components within KCC. You can use this
B option to select a subset of the
View Import History entire course, such as only
quizzes.

Select Components

e 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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25 brightspace.cuny.edu/d2l/common/popup/popup.d2|?ou=368340&queryString=ou%3D3683...

belect Course Offering

Philosophy Search Show Search Options

Offering Code Offering Name Department Semt

2023 Spring

Term (1)

History of

Modern KCCOo1

::.j KCCO01_PHI_7200_5444 1232 1 Philosophy Conversions
- PHI 7200 Department
02[5444]

(Kingsborough

CcQC)

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.

Import/Export/Copy Components

What would you like to do?

@) Copy Components from another Org Unit
What is an Org Unit?

Course to Copy:

X

+ | Include protected resources

Export as Brightspace Package
What is a Brightspace Package?

Export as Common Cartridge

What is Common Cartridge?

Export as Thin Common Cartridge
What is Thin Common Cartridge?

Import Components

Copy All Components Select Components

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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Copy Course Components

Choose Components to Copy

D Show the current course components

Select All Components
Checklists (1 item(s)

@) Copy all items
Select individual items to copy

Content (3 item(s))

@) Copy all items
Select individual items to copy
| Include associated files

Content Display Settings

Course Files (535 item(s))

®) Copyall items
Select individual items to copy

Grades (2 item(s))

R
Grades Settings

®) Copy all items
Intelligent Agents (1 item(s))

| Navigation Bars (3 item(s))

Release Conditions

Gom el

Confirm your selection by clicking Finish.

Select Course Material

Confirm Components to Copy

Checklists
Copy all items. Modify

Content
Copy all items. Modify

Course Files
Copy all items. Modify

Grades Settings
Copy all items. Modify

Offset Dates

| Offset all dates of copied components

e ) Offset by direction and range

Days Hours
Direction Range Direction Range
Forward Forward

Calculate range between two dates

Go Back Cancel

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

e Inyour Brightspace navbar, click on Assignments.

Course Admin  Quick Eval Content Assignments Discussions Quizzes Grades Class Progress Awards More ~

e Onthe next page, click on New Assignment.

Assignments @rer

m Edit Categories More Actions

Click New Assignment to start.

e Add a title and make sure that your assignment is set to be graded.
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Assignment Title * Availability Dates & Conditions D

Test Assignment

Always available

Grade Out Of Due Date
10 points | § iInGrade Book v (=]
Submission & Completion b
Instructions
File submission
Pagash v B ] U~ A =y Ev 5§ L B +v o B
Evaluation & Feedback b
No rubric added
4
® 4 L & a Y Record Audio @ Record Video

e Open the Evaluation and Feedback block, scroll to the bottom, and click on the button labeled
Manage Turnitin.

Tate®
o Dates & Conditions 1
[ rest Assignment ]
Aiways availabie
Grads Ot OF Dus Date
10 points  § In Grade Book v B M/D/YYYY
Submission & Completion >
Instructions File submissian
Pagrph v B ] Uv & ®
Lato Recomm.. v 19pxi. v P Evaluation & Feedback v
Rubrics
Add Rubric v
4
Learning Obiectives
Nolearming objectives
® 4 L 6 a & Record Audio @ Record Video Manage Leaming Objectives,

Annotation Tools

v Make annotation tools available )

for assessment.

Ananymaus Marking
Hide student names during assessment

Evaluators
1 evaluator can give feedback
Solect Evaluators

Turnitin integration

Tumitin®™ adds additions! functionaiity to evaliation

Manage Turnitin.

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

Turnitin™ Integration

Similarity Report

Enable similarity checking to identify matching or similar text to sources in Turnitin's databases.

Enable Similarity Report for this folder

Display

Allow learners to see similarity scores in their submission folder

Submissions Checked

®) Automatic similarity checking on all submissions
Identify individual submissions for similarity checking

Online Grading
Enable Turnitin's intuitive suite of feedback and grading tools,

| Enable Online Grading for this folder

Transter

) Autom ync grades as Draft in Brightspace @

= -
A
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e |f desired, at the bottom, click on More Options to access additional settings. Note that these
settings will be retained across Assignments.

;\ Enable Similarity Report for this folder

Display
(] Allow learners to see similarity scores in their submission folder

Submissions Checked

(®) Automatic similarity checking on all submissions
( Identify individual submissions for similarity checking

Online Grading
Enable Turnitin's intuitive suite of feedback and grading tools.

Enable Online Grading for this folder

Transfer
(®) Automatically sync grades as Draft in Brightspace (2]
( : Manually sync grades as Draft in Brightspace

Assignment Title *
- Availability Dates & Conditions D
[ Test Assignment] ]
Always available
Grade Out Of Due Date
10 points 9 In Grade Book v ™ M/D/YYYY
Submission & Completion b
Instructions

File submission

"

Paagraph v B [ U~ A >

Lato (Recomm... ¥ 19px(.. v P

Evaluation & Feedback v

Rubrics.
Add Rubric v
Learning Objectives

No learning objectives

® 4 &L O a & Record Audio @M Record Video Manage Learning Objectives

Annotation Tools

¥ Make annotation tools available )
for assessment

Anonymous Marking

Hide student names during assessment

Evaluators

1 evaluator can give feedback

Select Evaluators

Turnitin Integration

Turnitin™ adds additional functionality to evaluation.

Manage Turnitin
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Click on the Save button.

X
fs/] Enable Similarity Report for this folder
Display
\i] Allow learners to see similarity scores in their submission folder
Submissions Checked
wé/) Automatic similarity checking on all submissions
\’"\) Identify individual submissions for similarity checking
Online Grading
Enable Turnitin's intuitive suite of feedback and grading tools.
Enable Online Grading for this folder
Transfer
@‘) Automatically sync grades as Draft in Brightspace @
:) Manually sync grades as Draft in Brightspace
More Options
“ Cance'
A
Disable Turnitin
To disable Turnitin for an assignment:
On the Assignments page, click on the assignment name.

H Hel
Assignments @
[Edit Categories More Actions

# Bulk Edit
8 Assignment Sub::"s‘;‘im Completed Evaluated ;:‘:i::::
No Category
20 per page ~

Select the Edit Assignment tab.
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Test Assignment - Submissions

Publish All Edit Assignment Email Users Without Submissions Add Feedback Files Submission Log Moare Actions  w

Users Submissions

Q, | Show Search Options

There are no users for the search

On the page displaying your assignment details, open Evaluation & Feedback, scroll down, and
click on Manage Turnitin

< Back to Manage Assignments New Assignment

Assignment Title *

Availability Dates & Conditions D
‘ Test Assignment

Always available

Grade Out Of Due Date
‘ 10 |points | % in Grade Book v o] . .
Submission & Completion 3
Instructions
File submission
paagaph v B ] U~ A =v Ev 53 L B +v b4
LtoRecom.. v Wpx.. v T Y = R o ) Evaluation & Feedback v
Rubrics
Add Rubric v
A
Learning Objectives
No learning objectives
D 48 L 6 a & Record Audio @ Record Video

Manage Learning Objectives

Annotation Tools

|} Make annotation tools available for
assessment

Anonymous Marking

Hide student names during assessment

Evaluators

1 evaluator can give feedback

Select Evaluators

Turnitin Integration

Turnitin™ adds additional functionality to evaluation.

 Similarity Report On  +/ Online Grading 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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Turnitin™ Integration

Similarity Report

Enable similarity checking to identify matching or similar text to sources in Turnitin's databases

I [#] Enable Similarity Report for this folder I

Display

" Allow learners to see similarity scares in their submission folder

Submissions Checked

‘®) Autamatic similarity checking on all submissions
_ Identify individual submissions for similarity checking

Online Grading

Transfer
Automatically sync grades as Draft in Brightspace @

®) Manually sync grades as Draft in Brightspace

More Options

= -

Click Save.

Turnitin™ Integration

Similarity Report
Enable similarity checking to identify matching or similar text to sources in Turnitin's databases.

D Enable Similarity Report for this folder

Display

Allow learners to see similarity scores in their submission folder

Submissions Checked

® | Automatic similaril ecking on all submissions

identify individual submissions for similarity checking
Online Grading
Enable Turnitin's intultive sulte of feedback and grading toals,

(") Enable Online Grading for this folder

Transfer

s Draft in Brights

Automatically sync grac

® | Manually sync grades as Draft in Brightspace

More Options

u concel

On the edit page for your assignment,
removed from your assignment.

click on Save and Close, and Turnitin will be officially
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€ Backto Manags Astignmants  New Assignment

Aaigmeni TR Availability Dates & Conditions
[y —

Aaays avatable

Geade Out OF Due Date
10 moints | in Grade Back [
Submission & Completion 3
Instruc fioms
Fia milbrimion
Parapmpl B I U~ & | =~ = B m
Gtofeesm. v B, v P OF = RO Evaluation & Feedback -
Rubrics
Add Rubric
£
@ P 8 & @ Record dudin M Recard Viden

e tectives

Aanctation Tooks

Aevoryreaus Macking

) Hide student names curing asssssment
Erautons

1 cvaluatar can gr fecdbark

Sebect Evaluators

m = et 2 een
[ ]

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.

e 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.

Assignment Title *
Evaluation & Feedback v
Test Assignment
Rubrics
Grade Out Of Due Date
A |points 9 In Grade Book v (] Add Rubric v
Learning Objectives
Instructions
No learning objectives
Pagaph v B I U~ A Ev Ev B I, B +v w32 Manage Learnin, g Objectives
Annotation Tools
+| Make annotation tools available for
assessment
Anonymous Marking
A
Hide student names during assessment
Evaluators
® 4 L &6 a & Record Audio @ Record Video
ity to
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On the next pop-up window, scroll to the bottom and click on More Options.

Turnitin™ Integration

Similarity Report
Enable smitarity checking to identiy matching or simiar text to sources in Turnitin's datsbases

() Enable Similarity Report for this folder

Display

Allow learners to see similarity scores in their submission folder

Submissions Checked

@) Automatic similarity checking on all submissions
Identify individual submissions for similarity checking

Online Grading
Enable Turnitin's intuitive suite of feedback and grading tools

Enable Online Grading for this folder

Transter

= -

-

| Enable Similarity Report for this folder

Display

Allow learners to see similarity scores in their submission folder

Submissions Checked

@) Automatic similarity checking on all submissions.

Identity individual submissions for similarity checking

Online Grading
Enable Turnitin's intuitive suite of feedback and grading toois

(/) Enable Online Grading for this folder
Transter

®) Automatically sync grades as Draft In Brightspace @

Manually sync grades as Draft in Brightspace
n Comend

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

9 Optonl Setiear

Submission sstings.

x

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.

AP Engish Uterature: Uterary Argumeet R 551
AP Engieh Literature: Poatry Analysis Rubric 351
AP Engien Language: Rneterical Anatysis R
AP Engien Langusge: Syrehess Rubrc
AP History DBO

AP History LEQ

Focus

RUBHC SCORNG 0&@-_;“

When your blank rubric opens, fill in all of the required details. Click Save.
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Rubric Manager

b
Criterion 1 25%
b c
Criterion 2 25%
b
Criterion 3 25%
b
Criterion 4 25%

TOTAL 100% | RUBRIC SCORING m | |

e Go back to the pre

° Turn

vious pop-up window and click on Submit.

Assi

& api.turnitin.com/api/itifip

Generate reports immediately (students cannot resubmit)
Allow students to view Similarity Reports ©

1) Exclude bibliographic materials ©

1) Exclude quoted materials ©

Exclude small sources ©

Compare against

Student paper repository
Current and archived web site content

Periodicals, journals and publcations

Exclude assignment template

Upload or create a template of text to be automatically excluded from the Similarity Report

Jpioad Template Create Custom Tempiate
Note: Once a submission has been made to the assignment, templates can no longer be added
or edited.

Template Requirements A
Additional settings

Save these settings for future use @

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.

e Toview a Similarity Report, from the Users tab of Assignments, click on the bar graph.
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Persuasive Essay for Week 7 - Submissions

Publish All Edit Assignment Email Users Without Submissions Add Feedback Files Submission Log More Actions ~
Users Submissions
View By: User v Apply

Q, | Show Search Options

€ Download « Email 2 Mark as Read % Mark as Unread 'i Delete ?. Publish Feedback

Turnitin Similarity Report Turnitin Online Grading

Last Name & First Name . Submission Date Delete
Click on the
graph to view Click on Evaluation 6o to evaluation
Student, Demo the report to provide feedback
/ Published
[ = Gun control Sample Essay.docx (14 KB) (18% B # & Oct3,202412:25 §
PM

Go to Evaluation

Published

20 perpage Vv

The student work opens in Turnitin with similar content highlighted and referen

71 feedback studic Demo Student G canrs SerolaFroyes -5 £ e > @

o

Gun control is a crucial issue that demands urgent attention to ensure the safety of
individuals and communities across the United States. The prevalence of gun violence,
including mass shootings, suicides, and accidental deaths, underscores the need for
stronger regulations. In a country where firearms are relatively easy to access, the risks
associgfed with them far outweigh any potential benefits of lenient laws. Implementing
stricter gun control policies, such as universal background checks, limiting access to
high-capacity magazines, and enforcing waiting periods for purchases, can significantly
reduce these threats. By prioritizing public safety over the unfettered availability of
firearms, the government can take steps to protect citizens from unnecessary harm.

1 3|

b

e A

) | e

Bloreover, the argument for gun control is strengthened by the overwhelming data on
gun-related deaths and injuries. Studies have shown that countries with stricter gun
laws have lower rates of gun violence compared to the U.S., where more than 45,000
people die from firearms each year. This includes not only mass shootings, which grab
headlines, but also domestic violence incidents and suicides, where guns are a primary
method. Stronger regulations on firearms can help mitigate these tragedies, creating a
safer environment for all, especially vulnerable populations who are disproportionately
affected by gun violence.

3]

Opponents of gun control often argue that it infringes on Second Amendment rights.
However, the amendment was crafted at a time when firearms were vastly different from
the powerful weapons available today, Responsible gun ownership and constitutional
rinhts can coexist with sensible renulatinns that nrioritize human lives Llitimatelv. ain

Poog 1ol 1 Word Count: 300 Text Onl Regery - a¥-1 a

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.

ced.
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¢ Back to Submissions Persuasive Essay for Week 7 User1of2 @
Freshman Writing
B pemosstudent | User Submissions v
Submission 1
Thursday, October 3, 2024 12:25 PM
Overall Grade
@ Gun control Sample Essay
DOCK « 140KB T 20725 | §
Add in-line )
Turnitin Similarity Report Turnitin Online Grading feedback in
N I
\M No sm.e > T i Overall Feedback
urnitin Par. v Bv Ev Ev 4+ b4
- A~ T o= D
> Download all files
Nice work!
[
A
U ¢ =™
Em - o

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:

e Inamodule, click on Existing Activities and select Turnitin KBCC from the dropdown menu.

Existing Activities v # Bulk Edit

Hypothesis - Kingsborough
Labster US

Lumen One Platform Content Selector
McGraw Hill Connect LTIA
Media Library
MyOpenMath Assessment
OneDrive

Pearson Links

Pressbook

Quizzes

Self Assessments

Surveys

Turnitin - KBCC

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

- -
Flturnitin | Create assignment N. @:.

Assignment Decals  Rubric  Report Sengs

Scheduling

Start date (requiret)

A 12026, 12:00 A [

D et (recpiend

DarT& 12008, 11159 P

Fovdback release date irequired)

B4r2012026, 11159 PM e

Grading and feedback
Max points

100

J— O Hice student details for anonyrmous grading (O

Aetach Rubric
Upload Teraplote

Submission settings

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.

. s
New Assighment ~ L ¢ |
. Student submissions ]
7] turnitin 4 @
New Assignment v Edit Settings Help
Submission list  Insights Q [[3 | & pownload - S Resync Grades
Student / Title Submitted Grade Similarity Flags Viewed More
,D!T“D. Str_l.dtn: TE}: :Ilgr‘ZOZL I«- 100% mo

Maria Tomarchio - - Open report

Copy submission ID
Resync Students | tost opdaret Apr 09, 2026, 10:42 AM Rowsperpage | 100 + | 1-20f2 )
Resubmit file

Grant extension

Download

8 e DR

Request deletion

Submitting an Assignment on a Student’s Behalf
e 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 LTIl. 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.
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Q
G Overview
[ Bookmarks
[ Course Schedule 3
Table of Contents 27
. Module 1 Course 12
" Introduction
. Module 2 - Getting a
" Started
. Moduled 3
" Paragraph Structure

Module 3 -- Thesis 3
& statements and

Arguments
.. Module 7 4
" Persuasive Writing

Zoom 1

Add a module..

Test Module . 8 pin

Add dates and restrictions...

Add a description..

Add a sub-module...

Google Drive
te topics

Hypothesis - Kingsborough

Labster US

Lumen One Platform Content Selector

McGraw Hill Connect LTIA

MyOpenMath Assessment

OneDrive

Pearson Links

Pressbook

Quizzes

Self Assessments

Surveys

Turnitin - KBCC I

Wiley Assignments

Wiley Resources

Yula Media Chooser - Deep Link for
Quizzes - KBCC

£ settings

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

Add Activity

- w

[B Copy assignment(s) from previously created assignments (&) New

© Title

X

© Max Grade

I Test Assignment

I 100

@ Instructions

© Start Date

This is whers you type in the instructions.

i 2024-10-02 13:44 EDT

@ Due Date

¥ | 2024-10-09 13:44 EDT

© Feedback Release Date

Enable PeerMark &

4  2024-10-09 13:44 EDT

Click on Submit.
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Ftwrnitin  Croate assignment = 1®v
Schacuiing
Geading snd fecebach
W
rempoe Q) a @
Usiont e

Click on the assignment you have just created.

B Ovenview
I:I Bookinarks

) Course Scheduls

Table of Cantents

. Module 1 - Gourse

" Introduction

. Modula 2 - Getting
" Started

.+ Module 4 --

" Pamagraph Structure
Module 3 - Thesis
# Seatements and

Argurments

.. Module 7 —

" Porsuasive Witing

# Zoom

§# Test Module

Add & madule...

&

28

12

Test Module . 8 prim

Add dates and restrictions...

Add a deseription...

Upload / Create Existing Activities & Bulk Edit
it | Test Assignment
Tonl

IS ing

@ Due Octoher 9t 1:44 P A8 Starts Ore 2, 2024 1:44 PM

This is where you type in the instructions.

Add a sub-module...

£} Settings

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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Table of Contents * Welcome! » New Assignment

, New Assignment ~

Student submissions

New Assignment ~

#1turnitin

Submission list  Insights

Student / Title

Demo Student

Audic file.vt

Maria Tomarchio

| Resync Students | Lost updotedt: Apr 09, 2025, 10:44 AM

Submitted

Apr 09, 2026
10047 AM

Rows per page | 100 =

Grade

1-20f2

o B [ & oownlead - |

Similarity

100%

»
4
Edit Sattings

@

Help

Flags Viewed M

Mo

B Resync Grades

ore

X Submit file

|

B Grant extension

In the pop-up window, make sure upload is selected above, and then click on Browes File to
upload your student's submission file.

Table of Contents » Welcome! > New Assignment

. New Assignment ~

Student submissions

New Assignment v

7] turnitin

Submission list  Insights

Student / Title

Demo Student
Audio fiev

Resync Students | (ost updated: Apr 09, 2026, 10:44 AM

Submitted

Apr 09,2026
041 AM

Rows per page | 100

Grade

1-20f2

QB

Similarity

100%

'

4

Edit Settings

@

Help

& Download ~ 2 Resync Grades
Flags Viewed More
o

_5}

X Submit file

|

ﬁ Grant extension

Once your submission file is selected, click on Upload and Preview.
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Table of Contents * Welcome! * New Assignment

, New Assignment ~ .

A
'
~
~

Submit file
S URIUSUEL B UL e s Uiel] QUL Pay e,
. contain aver aSimilarity Report.
* Supported file types for generating reports:
-docx, xdsx. .pptx. ps, .pdf, .html, ., .odt hwp. .ot

[} Learn more about file requirements

I Audio filevit.docx 21.53 KB

Submission titke (required)

[ oore

Your pop-up window will change to one to review your student's assignment upload. Click on
the button below labeled Submit.

Table of Cantents » Welcome! » New Assignment

, New Assignment ~ noR <o

Submit file

b 15 AR a2 4 g o .

00121200 -> 0320 34300

< lofs >

File size Ward count
926

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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Table of Contents > Welcame! * New Assignment

, New Assignment ~

Student submissions

F'Itumitin New Assignment ~ '(31
Submission list  Insights @ Filesubmittedsuccesstuly. X | & [[3) | & Download - P Resync Grades
Student / Title Submitted Grade Similarity Flags Viewed More
e ol ~o

’Mal‘a l:amaumo Apr 09, 2026 7 o

Resync Students | Lost updated: Apr 03, 2026, 10:44 &M

11:00 AW

Rows per page | 100 = ‘ 1-20f2

< Pagelof1
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Gradebook Frequently Asked Questions

How do | manually add a grade column?

What do students see when they view their grades?

How do | 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 | use it?

How do | change my settings?

How do | bulk edit grades?

How do | hide grade columns?

How do | delete columns?

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

How do | change my grade scheme?

What can | see in Learner view of Gradebook?

How do | enter grades manually?

How do | 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:

e Gotothe Manage Grades tab.
e Click on New and select Item from the drop-down menu.
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bookmark://_What_is_the/

Mew Maore Actions w

‘ Item ‘

Category

Select the Grade type:

IF{ MIN{ [P1.Percent], [P2.Percent] } < 50,0, 1

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.

A1+A2+Q1+Q2 / Total Max. Points * 100 = 73%

Calculated Calculates a grade such as a midterm across multiple items:

Text Allows you to type text as feedback.

e Add a Name and a description, if desired.

e Assign your ltem to a grade category, or link it to an existing category, if desired.

Propeties  Restrierioms Cljortives

rrrrrrr

Skt o

Gategry

B I Uv & S« Ev 5 & B Iv B +v ko e TO®=R %

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

e Add Display options, if desired.
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e C(lick Save.

Display Options

w Hide Display Options

Stuent View
|+ Display class average to users @

|| Display grade distribution to users @

() Override display optians for this item @

Show

Managing View

|| Override display optians for this item @

Show

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

Grade Item: Test Grade .

D Show details and overall feedback

Users
Filterby: Groups v Apply
ch For Q  Show Search Options
Q SetGrades @ ClearGrades 3™ Add Feedback " Exempt " Unexem ot % Email

Leamer Grade Weighted Grade Scheme Feedback

F Student, Demo
0°/714 F ’

[ Tomarchio, Maria

10perpage v

m e i

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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Grade Item Points Weight Achieved Grade Comments and Assessments

Discussions F
Responses to Contemporary Storytelling 0/5 F
Written Assignments F
Scene in Conflict: Introducing Character Through Action and Dialogue 0/50 F
Scene Work: Letting Character Drive the Moment 0/50 F
The Art of Atmosphere 4/6 D 3" View Quiz Attempts
The Core Components of a Successful Screenplay 0/20 F
Test Grade |, 0/10 F

Class Engagement

Quizzes F
Introduction to Scriptwriting: Fundamentals Quiz 3/5 D 3" View Quiz Attempts
The Art of Atmosphere 0/10 F

Extra Credit

Extra credit (Bonus) 0/100
Hypothesis assignment 33/33 At
Test Assignment 0/10 F
New Assignment 0/100 F

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

You can adjust the student display by modifying settings:

e To change the student view, go to Settings (gear icon in the upper right of your gradebook.)
e Click on the Org Unit Display Options tab.

e Uncheck the Grade scheme symbol box.

e Click Save.
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Personal Display Options Org Unit Display Options Calculation Options

Managing View Display Options

Decimals Displayed *

Mumber af decimal places to display| 2 | (7]

Student View Display Options
Grade Details

|E| Points grade @

[+] Grade scheme symbol - @

[ Grade scheme color @

Decimals Displayed *

Murmber of decimal places to display

2 |a

Characters Displayed *

Murmber of characlers to display for Text items

50 | ")

Final Grade Calculation

(] Display how final grade was calculated to users )

“ C|°se

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.

Class Progress Awards More v =+

Tutoring Services @ Help

Grades

Groups

Classlist

Intelligent Agents

Go to Settings (gear icon, upper right) in your Gradebook and select Calculation Options. Make sure that
you have selected:

114



e Drop ungraded items (note that you will have to manually enter a grade of zero after the due
date for any missing assignments.)

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

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

Grade Calculations

Ungraded Items
(.) Drop ungraded items @) \
C:\ Treat ungraded items as 0 @) Make sure to check

Automatic Zero for Missing Submissions

@ Automatically apply a grade of zero (0) to missing submissions once an assessment becomes overdue

Changes to this setting only take effect on assessments with future due dates

Optional

Auto Update

@ Automatically keep final grades updated” @)

What is the Manage Grades tab and how do | 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:

e Go to Grades (under more on your NavBar) and then select Manage Grades.

Course Admin  Quick Eval Content Assignments Discussions Quizzes

Enter Grades Manage Grades Schemes Setup Wizard
Export Switch to Spreadsheet View More Actions
View By: ‘ User v ‘ Apply

‘ Q ‘ Show Search Options
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e Once selected, you will see a table of all of your graded assessments.

Enter Grades Manage Grades Schemes Setup Wizard L3 settings @) Help
More Actions
# Bulk Edie
J Grade ltem Type Association Max, Points ~ Weight
] Weight v & Caleulated
] Quizzes 500 15
O properties of life Numeric Quizzes @ 100 20
] Week 3 Quiz: Evolution- Galapagos Finches  ~ MNumeric Quizzes @ 100 20
) iz: Ecosystems Biomes Blodiversity Numeric Quizzes @ 100 20
:_ Week 6 Quiz Threats Preserving Biodiversity o MNumeric Quizzes @ 100 20
7] Week 7 Quiz Flint Water Crisis Numeric Quizzes @ 100 20
O Total » @ Calculated
) A - 900 60
Week 1 Assignment - Conducting Experiment Assignment Numeric Assignments @ 100 1111
O Veek 4 Assignment- Evolution at Work Numerlc Assignments @ 100 1111
] Week 5 Assignment- Biomes & Biodiversity Numerie  Assignments @ 100 11.12
a feek & Assignment- Calculating Your Carbon Footprint Numeric Assignments @ 100 1111
: Week B Assignment - Food  w» Mumerle Quizzes @ 100 11.11
- Week ¢ Assignment- Diet Analysis Mumerle | Assignments @ 100 1111
a Week 10 Assignment- Opioids MNumeric Assignments @ 100 11
] Week 11 Assignment- Vaccines o Numeric Quizzes @ 100 1111
Week 12 Assignment- Human Microbiome  + Numeric Quizzes @ 100 1111
7‘ C E ~ 400 10
] Week 1- Introductions we Numeric Discussions @) 100 25
a Week 2- Tapics to learn about in Bio 100+ Numeric Discussions @ 100 25
0 Week 7 Discussion- Flint Water Crisis v Numeric Discussions @ 100 25
8 Week 11 Discussion- Vaccines w MNumeric Discussions  {g) 100 25
() | Final Project 100 15
] Final Project  + Numeric - 100 100
) F Gr. ~ 1,900 100
(] Final Ad ~

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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Enter Grades Manage Grades Schemes Setup Wizard £¥ Settings @© Help
. Tool used to
More Actions Category -- Type of grading create
Pts-based for organization Point
|
Wis-based for % |
% Bulk Edit va uf
Grade Item Type Association Max. Points
Short Essays w 184
Assignment 2: Argumentative Essay Numeric | | Assignments @ 25
Analyzing an Assignment ~ Numeric ~ Discussions @ 5
Persuasive Essay Numeric ~ Assignments @ 25
Week 3 Quiz: Evolution- The Galapagos Finches Quiz Numeric ~ Quizzes @ 105
Copy of Week 3 Quiz: Evolution- The Galapagos Finches Quiz  ~ Numeric  Quizzes @ 24

How do | 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:

e On your Navbar, go to Grades.
e Click on Settings (gear icon) in the upper right-hand corner.

Grade Item Points Weight Achieved Grade  Comments and Assessments
Discussions F
Responses to Contemporary Storytelling 0/5 F
Written Assignments F
Scene in Conflict: Introducing Character Through Action and Dialogue 0/50 F
Scene Work: Letting Character Drive the Moment 0/50 F
The Art of Atmosphere 4/6 D 3" View Quiz Attempts
The Core Components of a Successful Screenplay 0/20 F
Test Grade |, 0/10 F

Class Engagement

Quizzes F
Introduction to Scriptwriting: Fundamentals Quiz /s D 3" ViewQuiz Attempts
The Art of Atmasphere 0/10 F

Extra Credit
Extra credit (Bonus) 0/ 100

Hypothesis assignment 33/33 A+

Test Assignment 0/10 F

New Assignment 0/100 F
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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.
Personal Display Options Org Unit Display Options Calculation Options
Modifies your view Modifies the student view Modifies the calculation method

How do | bulk edit grades?

To Bulk Edit your grades, including reordering, making visible or changing dates:

e Click on Grades on the Navbar and go to the Manage Grades tab.
e Check the box to the left of a single Grade Item or check the box in the title bar to select all.

e Click on Bulk Edit to open the editor.

# Bulk Edit

Grade Item

v Final Writing Project ~

v Assignment 3: Annotated Bibliography «~

Type

Numeric

Association Max. Points
25
Assignments @) 25

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

e Name and Short Name
e Max Point Value

e Bonus Points

e Grade Scheme

e (Category Assignment

Bulk Edit Items and Categories

# MHame* Shart Name Type M Bonus San

Points® Exceed
1 Final Writing Project

2 Assignment 3: Annotat Numeric 25 - Default Scheme --

3 Graded Discussion Pos

4 How do you like ta bra Numeric 5 -- Default Scheme -

5 Topic 1: Gun Control Numeric 10 - Defauilt Scheme -

Grade Scheme

(Kingsberough Grade Schema) ~

(Kingsberough Grade Schema) +

(Kingsberough Grade Schema) ~

Category

Final Writing Project ~

Graded Discussion Posts v

Graded Discussion Pasts v
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How do | 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.

ter Grades

= Email

iew By:| User v Apply Hide/Show Columns

Course Admin Quick Eval Content Assignments Discussions Quizzes Class Progress Awards More v
Manage Grades Schemes Setup Wizard £} Settings © Help
Export Switch to Standard View More Actions

Q, | Show Search Options View Event Log

Hide/Show Columns X

Choose grade items to display

Grade Item Type

Final Writing Project

Assignment 3: Annotated Bibliography Numeric

v Subtotal

Graded Discussion Posts

v How do you like to brainstorm? Numeric

+ Topic 1: Gun Control Numeric

m can:el
#~

e 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).

e |f 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 | delete a column?

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

Grade columns.
e If you wish to show columns which you have previously hidden, follow the same steps.
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e C(lick Save.

Hide/Show Columns X

Choose grade items to display

Grade ltem Type

Final Writing Project

+ Assignment 3: Annotated Bibliography | Numeric

' Subtotal
Graded Discussion Posts
« How do you like to brainstorm? Numeric

+ Topic 1: Gun Control Numeric

“ St
A

How do | delete Columns?

To delete a column from gradebook, you will need to delete it first from the associated tool.

Enter Grades Manage Grades Schemes Setup Wizard ¥ Settings @ Help
. Tool used to
More Actions Category -- Type of grading create
Pts-based for organization Point
Wis-based for % |
% Bulk Edit va Uf
Grade Item Type Association Max. Points
Short Essays 184
Assignment 2: Argumentative Essay Numeric || Assignments @ 25
Analyzing an Assignment « Numeric  Discussions @ 5
Persuasive Essay s Numeric ~ Assignments @ 25
Week 3 Quiz: Evolution- The Galapagos Finches Quiz  « Numeric ~ Quizzes @ 105
Copy of Week 3 Quiz: Evolution- The Galapagos Finches Quiz w Numeric Quizzes 0 24

e Go to the Manage Grades tab.

e 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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https://Hypothes.is

e |f 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.

= o]

. Reorder
# Bulk Edit

View Event Log
Grade Item Type Association Max. Points

Make Visible to Users

Final Wri 25
Hide from Users

As| Delete 3 aphy Numeric Assignments @ 25

Graded Discussion Posts 25

How do you like to brainstorm?  « Numeric Discussions @ 5

Topic 1: Gun Control Numeric Discussions @ 10

On going discussions Group Discussion: Weekly posts « Numeric Discussions @ 10

Reflection and Reading Response Entries 30
Reading Response Grade ~ Numeric Assignments @ 10

v 1 Numeric ~ Numeric - 10
o Reflection Selectbox - 10

1. Click the checkbox adjacent to the file you want to delete.

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.)

N

Confirmation

Are you sure you want to delete the (2)
selected grade items and/or categories?

Deleting items includes deleting all associated
grades, removal from calculations, and removal
from other tool associations. Consider hiding
the items instead. If deleting, be sure that
these are the intended grade items and that
there are no associated grades that are
needed.

#4

e Click Delete in the confirmation dialog. Your gradebook item will be deleted.
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What is the Setup Wizard and why do | 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.

Enter Grades Manage Grades Schemes Setup Wizard

m Export Switch to Spreadsheet View More Actions Vv

View By: User v Apply

Q, | Show Search Options

Step 10of 7
Step 1: Choose Grading System
Grading System
Weighted @
Example:

Assignments Category (20% of final grade)
- Assignment 1 ltem (50% of Assignments)
- Assignment 2 Item (50% of Assignments)
Final Exam Item (80% of final grade)

Final Grade: /100%

® Points @

Example:

Assignments Category (40 points)
- Assignment 1 Item (20 points)

- Assignment 2 Item (20 points)
Final Exam Item (200 points)

Final Grade: /240 points

Formula @

Final grade is determined by a custom defined formula
Grade items and categories use the Points system

m Goncel

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

e Weighted system: final grade is based on a percentage breakdown of assessment items in your
class (i.e., essays=20% of the final grade);

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

e 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 2 of 7

Step 2: Final Grade Released

Release

Calculated Final Grade
The grade that is achieved by users based on the grading formula set up in the grade book. It cannot be adjusted without editing
grade item scores.

'! ) Adjusted Final Grade

Allows you to modify or adjust users' grades before releasing them.

] Automatically release final grade

When enabled, the system automatically marks users' final grades as released once created. You may still alter the release status
after being automatically released.

—m Gn Ba:k canml

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:

Step 3of 7
Step 3: Grade Calculations

Ungraded Items
@) Drop ungraded items @

Treat ungraded items as 0 @

Automatic Zero for Missing Submissions

+  Automatically apply a grade of zero (0) to missing submissions once an assessment becomes overdue
Changes to this setting only take effect on assessments with future due dates

Auto Update

" Automatically keep final grade updated @

m o Back cancel

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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Step 7 of 7
Step 7: Grades Setup Summary

Grading System
Points

Final Grade To Release
Release the Adjusted Final Grade

Automatically release final grade

Grade Calculations
Drop ungraded items
Automatically keep final grades updated

Apply automatic zeros to missing submissions

Default Grade Scheme

Kingsborough Grade Schema

Managing View Display Options

Display 2 decimal places for grade item values

Student View Display Options

Do not display points grade values

Display grade scheme symbols

Do not display grade scheme colors

Display 2 decimal places for grade item values
Display 50 characters for Text type grade item values

Display the final grade calculation to users

m o fack Gancel

How do | 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:

e Go to your Gradebook and select the Schemes tab.

Enter Grades Manage Grades Setup Wizard
m Export Switch to Spreadsheet View More Actions v

View By:‘ User ~ ‘ Apply

‘ Q ‘ Show Search Options

e Click the New Scheme button to create a new scheme.
e Add a scheme name and short name if desired.
e Add symbols, ranges and colors.
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e C(lick Save and Close.

e 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.

New Scheme

General
Name *

Kingsborough Revised

Short Name:
Revised KCC
Ranges
# Symbal” Start % Color syorepet Remave
1 F o &0
2 D 61 &9 ]
3 c 70 - 75 (]
a B 76 85 (]
5 A 86 97 L

Number of Ranges

1 Add Ranges

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

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

e Click Change to the right of View as Learner.

Enter Grades  Manage Grades  Schemes  Setup Wizard Prafle »

Notifications

Account Settings
m Export Switch ta Spreadsheet View More Actions

English (United States)

View By:| User v Apply
Log Out
Q, | Show Search Options
= Email
Final Grades ) otk v
LastName a  First Name
Final Calculsted Grade Assignment 3: Annotated Bibliography  ~ Subtatal How do you like to brainstorm?
[ - 2094 / 55, F -725,- foys -15,-
Pl v 25/ 45,F -/25,- - @ /5

10 per page v
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e Note that the view is generic: it displays the general settings and assessments without individual

grades.

®

Grades

@ Stay Up-to-date on your grades with
the Pulse App

Keep track with your courses on the go!

Final Writing Project

Assignment 3: Annotated Bibliography

Graded Discussion Posts

How do you fike to brainstorm?

Topic 1: Gun Control

On going discussions Group Discussion: Weekly posts

Reflection and Reading Response Entries

Assignment

Week 3 Quiz: Evolution- The Galapagos Finches Quiz

Short Week 3 Quiz: Evolution- The Galapagos Finches Quiz

How do | 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:

e C(Click on Grades on the Navbar.

Discussions Quizzes Class Progress Grades

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

unless you have changed this setting.)
e Locate the column with the grades you want to enter or change.
e Click the downward chevron adjacent to the title of the column and select Enter grades.
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Enter Grades Manage Grades Schemeas Setup Wizard

m Exporl Swilch lo Spreadsheel View More Aclions

Yiew By:| User w Apphy

I Q, | Show Search Options

e Ernail

=l Rellection and Reading RBesponse Enlrigs  ww
Last Mame & First Mame

A
Subtatal Reading Respanse Grade | s Suhtatal
X Hroperiies =
| W - 3710,F B 7
Edit

Pl v ik

S0 por page v . Wi Statistics

You have the option to enter feedback for the entire class. To do so, type your feedback in the textbox.

Grade Item: Essay 1A linked(1) .

¥ Hide details and overall feedback

Assoclated Assignment
Essay 1A linked
Always available

Max Points
25

Grade Scheme
Kingsborough Grade Schema

I Uv &% =v =+ 5 & B I~ B +~ Lofen. v va.v P Y = R - H

Category

Reflection and Reading Response Entries

Overall

Feedback

(visible to all)

Paragraph v B I U~ A =~ E~v b2 m I By +~ Lato (Recom... ~ 19px... v P e B2
® = R » D C

This is for the entire class. Think about it. Patterns for the entire class!

You can also include feedback for individual students.
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e 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.

e Save and close when done.

Users
View By: | User ~ Apply
Q, | Show Search Options
Q SetGrades Q. Clear Grades 2™ Add Feedback " Exempt " Unexempt % Email

Last Name & First Name Submission Grade Scheme Feedback

o Student, Demo ~ B, 7 /10 C- Nice work! ra

20 per page ~

Save and Close Save Cancel G
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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.
#&  KINGSBOROUGH ] = 61 C{ . @

00
888
888

Course Admin  Quick Eval Content  Assignments

Discussions Quizzes Class Progress Grades Groups More v

S~

Freshman Writing

Visual Table of Contents Widget v Ananouncements v

your essay is due v X

Cla Kessler posted on Sep 13, 2024 1:46 PM

Persuasive Essay for Week 7

Module 1 -- Course Module 2 -- Getting Started
Introduction
o3 %
0/7 Topics Completed announcement
" x
B o B ©
Cia Kessler posted on Sep 4, 2024 122 PM
e Click on the Export button.
Course Admin Quick Eval Content Assignments Discussions Quizzes Class Progress Awards More

EnterGrades  Manage Grades  Schemes  Setup Wizard

Bl | e [

View By: | User v Apply

Q, Show Search Options
&% Emall

Final Grades

Last Name &  First Name Weighted Total ~ ~

Final Cakulated Grade

Week 2 Quiz v Week 3 Quiz v
/- 0/100,0/3.F 82.86 / 100,2.49 / 3, B-
/- 80/100,2.4/3,B- 87.62/100,2.63 /3, B+
s 80/100,2.4/3,8- 87.62/100,2.63 /3, B+
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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.

Export Grades

Export Options

Choose Grades to Export

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.

Export Grades

Export Options

Choose Grades to Export

At the bottom of the page, click on the button Export to Excel.
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RTINS T STOeTIT VaranmTy
0 Practical Challenges and Solutions
0 Practical Challenges and Solutions(1)
|  Course Map

| Action Plan

o Liquid Syllabus

" Final Calculated Grade @

~|  Final Adjusted Grade

Export to CSV Export To Excel Cancel

Numeric

Numeric

Selectbox

Selectbax

Selectbox

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

Export Grades X

Please wait, we will display a download button when your file is ready.

M Please wait...

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.
View

Excel File Edit

Home Insert

Paste < B I

A
v

R30

A B
Last Name

Username
2

1
3
4
5
6
7
8
9
10
11
12

3

14
15
16
17
18
19
20
21
22
23
24
25
26

27

Draw

Export Grades

Complete

Congratulations! Your export

Close

Insert Format

Page Layout

Uv v &y

s Sandbox_GradesExport_2025-01-22-16-
21.xdsx is now ready for download.

Tools

Autosave (D (A B & v 1E

Formulas

‘Vl':lv & Aptos Narrow (Bod... v 12 v A" A
@~
A v

fx

Cc D

1

0888880888888

50

883 o

E
First Name Week2quiz: Week2quiz: Week2quiz:

2.7 A
24 B-
2.4 B-
27 A
27 A
2.7 A
0F
27 A
0F
24 B-
27 A
3 A+
2.7 A

Data

Window Help

2024 FA (1) Topics in Biology CUNY Core BIO 100 OKC1 (9967

Data

il
I1f
i

F

Review

G
Week 3 Quiz:
87.6190476
89.5238095
87.6190476
100
84.7619048
0
93.3333333
69.5238095
0
87.6190476
93.3333333
77.1428571
92.3809524
77.1428571
36.1904762
82.8571429
91.4285714
91.4285714
82.8571429

View Automate Acrobat
v ) General
<=z B $+% 9 | B2
H I J K

Week 3 Quiz: Week 3 Quiz: Week5 Quiz: Week 5 Quiz:|
2.62857143 B+ 100 3
268571429 B+ 90 27
2.62857143 B+ 90 27
3 A+ 90 27
254285714 B 90 27
0F 90 2.7
28 A 0 0
2.08571429 D+ 70 21
0F 0 0
262857143 B+ 60 18
28 A 920 2.7
2.31428571 C+ 20 2.7
2.77142857 A- 80 24
231428571 C+ 80 24
1.08571429 F 70 21
2.48571429 B- 70 21
2.74285714 A- 90 2.7
2.74285714 A- 90 27
2.48571429 B- 100 3

132



i~ L
\ 4 BRIGHTSP!.CE

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

e 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 Release Conditions
Create Browse
Discussions Availability Dates/Conditions Avallability Dates & Conditions
Assignments Availability Dates/Conditions A
M M/DAYYYY ‘
Quizzes Availability Dates/Conditions i Dste
4 M/DAYYYY ‘
Release Conditions
Users are not able to access or vie
topic unless they meet the release
Add Release Condition W
Group and Section Restrictions
No restrictions added. This topic and its threads are
wvisible to all learners
Surveys Restrictions tab Checkist Contents
Checklists Restrictions tab Release Conditions
There are no conditions attached to this item.
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Intelligent Agents

Criteria dropdown

e To add Conditional Release, navigate to the item where you want the conditional release and
select the Restrictions tab, or Availability Dates and Conditions.
e Click Create New to add a new Conditional Release or Add Existing to apply a previously created
condition.
< Backto Manage Assignments  Assignment #1
‘“"“I’“"‘“""' Availability Dates & Conditions ¥
';: : |DD|'\K'~ 9 inGrade Book : 2-‘;’2314 11:59 PM
Forrma - B I U~ &% =~ v 51 £ B +
Fant  fas.v P O® ZE R ow D C t
Complete by Friday! i S
# Create New
=D fstop_drawing-1 x )
= Submission & Campletion [
@ 1 L 86 = & rdfudlc @ ha Text submission =)
B -~ o GO

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.
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Create a Release Condition x

Release this item when the following condition is met:

lect Candition Type -~
Assignments
Submission to folder
Recaive feedback on submission
Score on associated ubric
No submission to fokler
Auwards
Award Earmed
Checklist
Completed checklist
Completed checklist item
Incomplete checklist
Incomplete checkiist item
Classlist
Group enroliment
Org unkt enroliment
Section envoliment
Rola in current arg unit
Date of enroliment in current org unit
Competencies
Competency achieved
| Leaming cbjective achieved
Score on associated rubfic
Competency not yet achieved
Leaming objective not yet achisved
Completion Tracking
Course Complete

Centent
Visited content topic =
Visited all content topics
Not visited content topic

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

Create a Release Condition X

Release this item when the following condition is met:

Condition Type

Submission to folder v

Condition Details

Assignment Submission Folder

v -- Select Assignment Submission Folder --

Assignment #1
Assignment #2
Speech Assignment 05/12/20
Assignment #5
Assignment #2 Due 04/02/20
Assignment #2
Assignment #1 Due 04/29/20
Ceramics
Assignment 1
Untitled
Untitled

Assignment #1
| Assignment #2 4
Speech Assignment 05/12/20
Assignment #5
Assignment #2 Due 04/02/20
Assignment #2
Assignment #1 Due 04/29/20
Ceramics
Assignment 1 G
Untitled
Untitied
Untitled

To Remove a Conditional Release

You may wish to modify conditional release. To edit the item with a release condition.
e Navigate to the Release Condition and click the X to remove.
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£ Back to Manage Assignments

Bormava Coniton
Assignment Title *

Assignment #1

Grade Out OF

Assignment #1

10 points P In Grade Book

Instructions.

Due Date

- 2/2/2024 11:59 PM

Format ~ B I U~ &

Font ~ | FantSi., ¥

Complete by Friday!

Attachments

fstop_drawing-1
POF

Save.

T @

Cancel

e

& Record Audio @M Record Video

Visible

Availability Dates & Conditions -

Start Date

B M/DAYYYY

End Date
o M/DIYYYY
Release Conditions
To view this [tem, users must satisfy

LX< Submits to folder:
Assignment #1

Add Release Condition w
Special Access
Specal Access allows activities te be avallable to only

a select group of users or Individualized due dates for
certain users.

Manags Special Access

Submission & Completion P

Text submission

Evaluation & Feedback b

N rubric added
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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:
e Select the Upload/Create button within a module and select Create a File.

‘ earch Topkcs Q | Template Module . S rrint L Settings
¥ ovevaw Add dates and restrictions... ®
D Bockmarks Add a description...

() Course Schedule st Actities % sucea
[ |
Table of Contents Upload Files ind drop files here to create and update topics

Video or Audio

Create a File

Create a Link

# Template Module

Add a module...

Add from Manage Files
New SCORM/xAPI Object
New Assignment

New Checklist

New Discussion

New Quiz

New Survey

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

Create a File in "Template Module"

Enter a Title Select a Document Template

__| Hide from Users

00_blank

Pacgaph v B ] M~ A =~

01 intro + v latofRecomm. v 9l v P O@ = B 3
w
02_module_intro
03_meet_your_tacilitator
04_basic page
05_video_lecture
06_conclusion
07_elements
08_images
09_accordions

10_tabs 4

/content/enforced/368303-Practice-36830]  Attendance Policy

Browse for a Template
Save and Close Save Cancel

e 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 Create a File in "Template Module" The blank template is a
Ex st D Tt barebones template which
B contains a banner image, a title
Fucagraps B [ Uv4& =~ =v 8 £ @ Fv B +~ ecmm, i T ® =R o€
and a content placeholder.
L |
Add Page Title Here
01 _intro Create a File in "Template Module” The intro template gives you a
o1 o | et st e banner, a course title text
- block and a course description
Paagapn B U~ &% Ev 5~ H £ 8 I~ Bv +v k. o T®=hQ . .
text block. This is a good
option for an introduction
N page to your course.
N
\
Course Title
02_module_intro | |Create a File in "Template Module" The module intro template
|| svneorams e includes a placeholder for
— learning objectives.
staph B ] U~ % =v = W0 Ff @ I Py > Lo v m T@=hR
» | D
Module Introduction
This v.l.ﬂ\"w veasily accommodate more content than the Course Introduction page, And,
ﬁw'nnml-nd—l‘rl;‘urm*' :“l;.-w- atleast 1200 phels wm‘.- and 400 pieels high.
Learning Objectives
1‘ Each objective should use a verb that describes a measurable action or behavior
2‘ l:lr.Isl:;::!::iz:'::rl.’:;;:irzfmnrn||nr|erwhlrhme iearner is to perform the
3‘ Keep your learning abjectives focused and cancise
4. I‘Z;:.::;::ul bjects are realistic and target the appropriate level of Bloom's
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03_meet_your_f
acilitator

Create a File in "Template Module"

03_meet_your_tociitator Select 3 Daruman: Templste

" Hide from Users

— B [ U~ &% =~
- B

v B B Iy B o+ omreomn

Meet Your Facilitator

Facilitator Bio

The Meet Your Facilitator page canserve many different
purposes. Among these uses, it is great as a dedicated space to
present your expertise, experience and personality.

Recommended image size: at least 600 pixels wide.
Contact Info

Emall: first last@email.com

Phone: (000]000-0000

Office Hours: B:00 a.m. -5 p.m.

v PO 2R O R

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 Create a File in "Template Module" The basic page template is a
e | oo general-purpose layout with
- areas to add and edit text.
pagaps v B ] M~ & =v =+ H L B Ly B o+ ke tml v PG = R E

o

e

This Basic page is a general-purpose layout.

Basic Page

Easy Editing Use the HTML Editor

You ean use the HTML editor to make quick and easy changes witheut neesing any prior knowledge of HTML.
Enteryour content and use the available controls to apply formatting o your bext.

Copying Text
Pro Tip: When writing content, it is a great practice to first write content in a document, such as Microsoft Word.
It allowss stakeholders to easily collaborate and track changes to content. It also allows you to spot spelling and
grammar errors early en.

When pasting text from a Word document into the HTML editor, however. some of the document’s text styling
will copy over. This will clash with the styles that are carefully crafted for this template. So, we recommend to
paste the text without formatting

A
05_video_lecture | [Create a File in "Template Module" The video lecture template is
e b i . another general-purpose
= — layout which includes an
by v B [ Uv A Ev Ev N L@ Iv Py o+ uoRomv vxi.v P @ =R B . .
: embedded video frame which
VideaLecture you can replace with a link to a
This Basic page is a general-purpose layout. . . . .
5 A A OO O A G A B B AR R video that will run within the
Embedding videos in the page is a great way to present video content, while accompanying it with supporting
context, explanations and activities. fr‘a m e .
SER S it Cieaten Blsaniee TS UM - Tncincor
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06_conclusion Create a File in "Template Module" The conclusion template

o | oo provides a space for
summarizing your module.

vamah v B 1 Uv & Ev Ev 55 L B I B +v | Lokeconn. v 19 PO=2R -3

Conclusion

Though this Conclusion page layout could be used for various purposes, it makes an excellent page to conclude
each module. Using a consistent layout for conclusions will help signal to course participants that they have
reached the end some portion of the course content

Next Steps

07_elements Create a File in "Template Module" The elements template

[EXm |t contains a variety of items and
layouts to which can be copied
and pasted onto other Pages,
or edited in place, including:

Pagrgh v B ] Uv & =v =v 0 F B T Py o+ meeonn. v wml v P @ = R
R}

Elements Page

This page includes samples of ly used p

You can copy one, ar mare, of the specific elemants from this page and paste them into other pages. By combining o Llsts
elements, you can create new layouts for your courses.

: o I

Copying Elements Ca OUtS

To copy any of the following elements, please select everything between "start copy” and "end copy” for the

* Block quotes

To copy Elements onto a different page please make sure the page is in ‘Edit' mode. PY A Ju m bOtron bI OCk
Ordered List: Large

e Tables

1, e e Columns
2. Listitem

08 images Create a File in "Template Module" The images template prOVideS

. [T you with examples of how to
insert and arrange images in
your module.

vagnph v B | U~ &% T+ Sv I F B Iv Pr o+ LGtReowm v ml.v T O® = RO M

D

Image Samples

This page Inchudes samples of images

Best Practices

Images can be added to any of your pages to create visual interest and help break up text-heavy courses. This
section illustrates the different ways images can be used

ou can do one of the following:
+ Replace the images and text on this page
+ Follow the directions below toinsert new images on other pages
+ Copy the image alignment samples from this page and past them to other pages

Replace Image

This template comes with some image placeholders, Toreplace the image:
1. Select the image and delete it [Note: Do not move your cursor)

2. Click the Insert Image icon
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09_accordions Create a File in "Template Module" The accordions template

: displays content vertically in
—mT - L collapsible sections. Choose up
Hewmt « B J U~ & =~ =~ 8 L @ L[- B +- cobmon.y wom - PO 2RO
oo to six accordion sections.
Accordion

09_aceardions

Accordions are useful when you need to present learners with a list of items—there may be a lot to learn about
each item, but the first priority is for the learner to recognize and learn the list of closely assoclated items first
then allow them to dig deeper (by opening the accordion) to learn more

T capy Accordions onta a dlfferent page please make sure the page Is In"Edit’ made.

Single Accordion

et san oy
Accordion Title

Insert Accordien content here.

Accordion: Group of 2

e ar espy

10 ta bs Create a File in "Template Module"

The tabs template displays
L st s et content horizontally in up to
. four tabs.

10 tabd

teawgt v B T U+ & = E- 3 L @ L B o+~

Tabs

Best Practices

Tabs are useful for clabarating on an idea that has set structures or categaries of subrinformation, particularly, if
you have a collection of pieces of content that all have the same set structures. For example, |aying out a series of
studies that each has a hypothesis, a method. and findings. Tabs are especially effective when the information
presented in the first tab Is built on in the second; the second built on in the first, and o on (asn the example of 8
study's ypothesis, method, and findings.

To copy Tabs onto 3 different page please make sure the page is in ‘Edit’ mode.

Tabs: Group of 2

_ HertontalTeb 22

Horizontal Tab 1of 2 content

Horizontal Tab 2 of 2 content
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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.

Course Admin Announcements Quick Eval Content Assignments Discussions Quizzes Grades More +

AgentList » New Agent

New Agent

Agent Name: *

I Test Submission Alert I

Description:

Email Alert for New Test Submission

Category:
e

Status:

Agent is enabled

Scheduling 4
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The Scheduling block allows you to pick scheduling options.
e Select a Frequency from the dropdown menu.
e Depending on the frequency you select, additional options for start and end dates and times will
open.

Agent Name: *

Test Submission Alert

Deseription:

Email Alert for New Test Submission

Category:

Tests ~ Add Category

Status:

[«] Agentis enabled

Scheduling A4

Frequency

+ No Schedule J
‘One-Time Run
Hourly
Daily
Weekly
Monthly D
Annually

Actions 4

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.
e Select a Role in Classlist to receive the Intelligent Agent: All Users or Users with Specific Roles.

Criteria v

Rale in Classlist *

) All users visible in the Classlist
[:] Designer-Non Cascading

Instructor
Organization Leader
Librarian
Teaching Assistant
Course Assistant
Grader
Learner
INC_Learner
Demo Student

| Staff
Tutor
Unenrolled Instructor
Observer

Reviewer
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Take Action on Activity triggers an Agent when the user:
e Login Activity Has or hasn’t accessed any course in Brightspace in a specified number of days.

e Course Activity Has or hasn’t accessed this course in a specified number of days.
\_J REVIEWET

Take Action on Activity

|+ | Login Activity

User has not logged in during the last day(s)
User has logged in during the last dayl(s)
|:' Course Activity
User has not accessed the course in the last day(s)
User has accessed the course during the last dayl(s)

Release Conditions

Create Browse

Actions P

You can also use the Create and Browse buttons at the bottom of this block to add a Release Condition.
e Create allows you to create a new Release Condition.
e Browse allows you to search and select existing Release Conditions.

User has accessed the course during the last day(s)

Release Conditions

prowse

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

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

e Note that if you are not sure of the repetition conditions you wish, the link (What Action
Repetition setting should | use in blue text) offers a pop-up explanation.

Actions -

Repetition

| ®) Take action only the first time the agent’s criteria are satisfied for a user
() Take action every time the agent is evaluated and the agent’s criteria are satisfied for a user

What Action Repetition setting should | use?

Send an Email

| Send an email when the criteria are satisfied

m save Goncel
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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.

Actions
Repetition
®) Take action anly the first time the agent's criteria are satisfied for a user
./ Take action every time the agent is evaluated and the agent's criteria are satisfied for a user
What Action Repetition setting should | use?
Send an Email
« | Send an email when the criteria are satisfied

Name that the emails come from:  System - No Reply
Reply-To address for responses:  Brightspace-DoMNotReply@cuny.brightspace.com

How can | change the default From and Reply settings?

To: | InitiatingUser| II a
= @
. |2

ecial email addresses can | use?

wn
e

Paagaph ~ B J U~ & =~ =v 85 £ B I~v B~ +~ LtoRecomm.~ 19i. v T @

=R oo

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.

Actions -
o I finitiatingUsersohn) ] 2
e -]
B a
What special emall addresses can | use!
Subject:*

Quiz Submission

WAt replaee SIS €3 | USE in (e SUBOEL 3R messaps?

Mossage:
'aragraph B T U~ & =~ = t & @ IR + v Lato Recamm._ v . P @
=R owe D

Thank you for submitting your quiz!

Attachments
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Running Intelligent Agents

The Agent List page contains a full list of possible Agents. To view the list:
e 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.

Agent List @ s

[ e [

View:| Allagents v Apply
@ Enable € Disable @ Delete % Bulk Edit
Agent = Results of Last Run Last Run Date Next Run Date
Good job on your quiz E February 1 at 3:21 PM Tuesday, April 1,
This s to tulate s— on | Dusersidentified 20254:12PM
this test. Edit £ot

Good job on your quizt | COPY

This is to congratulate s
Lhis test.

View History o on
Export History
Practice Run
Run Now

Delete

e Use the matrix of Agents for information on the last run date and time, the triggering users, as
well as to perform bulk editing.

Agent List 0 setings

I e | [
View:| Allagents ~ Apply

@ Enable €D Disable [ Delete % Bulk Edit

4 Agent = Results of Last Run Last Run Date Next Run Date
Good job on your quiz! February 1 at 3:21 PM Tuesday, April 1,
¥ This s to congratulate students who scored above a 70 on 0 users identified et B
i EDT
this test.

Good job on your quiz.  ~

This is to congratulate students who scored above a 70 on
this test.
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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:

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

e 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.

Class Progress More v | s

———

Edit This Navbar 2

e Inthe Edit Navbar page, click the Add Links button.
Edit Navbar

Name *

Brightspace Course Navigation - Kingsborough Community College - COLLI

b Edit description

Links
Course Admin Quick Eval Content Assignments Discussions Quizzes Class Progress
Grades Groups Classlist Data Hub Ally Course Report Blog Locker
CUNY Demo Student

Add Links

able lcon-Based Navbar

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

end.

Add Links X

( “ Email

Provides access to the Email tool.

1 “ FAQ
Provides access to the Frequently Asked Questions
(FAQ) tool.

(v| Glossary

Provides access to the Glossary tool.

VZ

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.

e ~ ooo ) o Demo Student
# | KINGSBOROUGH 2 =2 @ O

Impersonating

Content Assignments Discussions Quizzes Class Progress Grades Groups Classlist Awards | Glossary

Adding Content to the Glossary

To add entries into your glossary:

e From Course Admin, go to the Glossary tool.
e Click the New Term button. This should be the term or short phrase you want to define.
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e 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.

Term *

Cognitive Dissonance
Add external

links
Definition

Paragraph  ~ B ] U~ A v & Iv v +v LlatoRecomm. v 19(. v T ® = B e

w
Cognitive Dissonance

Descriptive hyperlink to
a YouTube video

Link to
Cantent Topic

«—— Add links to
content in this
course (internal

n e links)

[ -None- “
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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
e To move modules: Click and hold the handle (two rows of dots) and drag until you see a blue line
and release.

Course Admin Announcements Quick Eval Content Assignments Discussions Quizzes Grades More v +--

‘ Search Topics Q 1—Meet your facilitator o & Print £} Settings

[;\J Overview
Add dates and restrictions... ®

[] Bookmarks Add a description...

5 Course Schedule Upload / Create Vv Existing Activities Vv #> Bulk Edit

Table of Contents 182 Drag and drop files here to create and update topics
% ‘Ally Module e Add a sub-module...
i Welcome to my Class 3

1_Meet your

facilitator

4_

# Module 1 3
# Module 2 (standard) 1
£ Module 3 (video) 1
# Module 4 (accordian) 1

e 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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Course Admin Announcements Quick Eval Content Assignments Discussions Quizzes Grades More v

[ Search Topics 2 Welcome to my Class E S pint L settings
@ Overview "

Add dates and restrictions... Edt Tt ®
D Bookmarks < Download :

£ Course Schedule Hide from Users

Set Default Path

Table of Contents 182
Set All Completion
i Ally Module 4
i Welcome to my Class 3
.. 1_Meet your
" facilitator Edit Metadata
# Module 1 3 Delete Module
# Module 2 (standard) 1
- Upload / Create v Existing Activities # BulkEdit
o 1 T s
i Module 4 (accordian) 1 # Introduction 2B (=)

@ WebPage

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:

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

e Click the More Actions button and select Reorder from the menu.

Assignments o
Preview
% Bulk Edit
Reorder
New Feedback
[_ As Event Log Submissions Compietad Evaluatec Published
No Category Make Visible to Users
) z 2 Hide from Users
( ~| Assignment 3: Annotated Bibliograph 0/3 1/3 0/3
Delete
( 7 Persuasive Essay forWeek7 v @ P 9 B 1/3 2/3 2/3
Reading Journal Assignment v 8% @ 1 2/7 2/7 1/7
| Working with Ally and Accessibility Checkers v @ 0/3 0/3 0/3
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e The Sort Order column dropdown allows you to change the order of Assignments.

Reorder

Expand Al Collapse All - Original sort order (1)

Categories/Assignments Sort Order

W  No Category

Assignment 3: Annotated Bibliography 1 ~
Persuasive Essay for Week 7 2 v
Reading Journal Assignment 3 w
Working with Ally and Accessibility Checkers 4 v

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

Reorder
Clicking a number will change
the sort order. Check mark

Expand All  Collapse All L
indicates current order.

Categories/Assignments Sort Order

w  No Category

Assignment 3: Annotated Bibliography ‘ 1 v ‘

Persuasive Essay for Week 7 \ 2 v ‘

Reading Journal Assignment _
2 v
3

Working with Ally and Accessibility Checkers v

To change the listing order of Checklists:
e Navigate to Course Admin and select the Checklist link.
e Click the More Actions button and select Reorder from the dropdown menu.
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Checklists
More Actions

Reorder

Checklists

Delete
Checklist for Week 7

This is a list of assignments, including readings and tasks for Week 7.

Week 3 Checklist ~

Week 4 Checklist

e 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.

Categories and Items

New Category New Item Reorder

# Edit @ Delete

Categories/ltems Due Date
Week 3 checklist
_‘/_\ Reading s
\/\ Watch Video
v Quiz v Sep 23, 2024 11:59 PM
v| Final Project v Sep 25, 2024 11:59 PM
v Discussion Post @~ Sep 26, 2024 11:59 PM

Save and Close Save Cancel

e 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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Reorder Checklist - Week 3 Checklist
Expand All Collapse All
Categories/Items Sort Order
v Week 3 checklist 1 v
Reading | 1 v |
Watch Video | 2 i |
1
2
£
4
-]
Final Project | 4 v |
Discussion Post | 5 v |
m Cancel

Reordering Questions with a Quiz

To move questions within a quiz:
e Open the Quiz in the Quiz tool.
e Use the handles (series of six dots) to drag and drop the questions.

< Back to Manage Quizzes Test Example

vie e Availability Dates & Conditions D

Test Example

Always available

Grade Out Of Due Date
40 points | NotinGradeBook v @ B4 M/D/YYYY » )

Timing & Display b
Description

stes (not enforced)

Answer all 20 questions in 60 minutes. aging applied

This test will cover the first week of material.

Attempts & Completion 3
Questions B preview 1 attempt allowed
| Completion tracking
m Create New Total Points 40
Evaluation & Feedback b
Select All Add v Auto-publish results

1 result display

1 Question 2 10 points

True or Falee * Mandatory
k 2 Qﬂj 20 points

Multiple Choice * Mandatory

O

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

e 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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< Back te Manage Quizzes Midterm Reading Quiz

Quiz Title *

Availability Dates & Conditions

[ Midterm Reading Quiz

Grade Qut Of Due Date
10 points | f InGradeBook v @ ‘ o M/D/YYYY
Description

This is a new one to test settings 1-Check question box
2-open Move to menu

3-selectiocation

Questions
e

=] 1selected

R, Preview

Total Points 101

More Actions v

Taylor Swift was the pen name for writer Charles
True or False * Also in Copy of Reading Quiz Celebrity)

Top of the Quiz 3

L0 points

What is Taylor Swift's favorite color?

Multiple Choice » Also in Copy of Readin iz Celeb) "
v o £ Qu Section

Bottom of the Quiz

50 points
>

| 3 Charles Darwin [yes another Charles!) was know for his party banter abo... 40 points
True or False = Also in Copy of Reading Quiz Celebrity Version, Copy of Copy of ...

@O

Always available

Timing & Display

No time limit
Alerts and communication blocked

Attempts & Completion

2 attempts allowed
Completion tracking

Evaluation & Feedback

Auto-publish results
Sync to grade book
2 result displays
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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.
e 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:
e Select CUNY Demo Student from the More dropdown list on the Navbar.

Classlist

Intelligent Agents
Ally Course Report
Blog

Awards

Locker

Self Assessments

CUNY Demo Student
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o Click Create Demo Student.

ft  KINGSBOROUGH  Freshman Writing 858

Course Admin  Quick Eval Content Assignments Discussions Quizzes

There is no demo student created in this course

Create Demo Student

e Click OK in the confirmation dialog

Demo student created and enrolled.

Please go to Classlist to impersonate Demo Student.

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

Classlist
Send Email
View By: User v Apply  Manage Auditors

Q | Show  view Auditor(s)
View progress

% Email @ Print B Enroliment
View groups

Image Last Name & o
View blog

] v Edit Accommodations
] Student, Demo
@ v
e Click Yes in the Confirmation dialog box.
Confirmation

Impersonate participant

This suspends your current session and logs
you in as the selected user. Continue?

/4

e Goto 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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o When you are finished, click the X to return to your instructor role.

@ Demo Student
Impersonating

Impersonating: Demo Student

You also need to return to the CUNY Demo Student dropdown item under More and click Delete

Demo Student when you are finished impersonating.

There is currently a demo student in this course. Please go to Classlist to impersonate Demo Student.

Delete Demo Student

Click 'Delete Demo Student' to permanently remove the Demo Student and
all associated data from this course. This action cannot be undone.

Do you wish to proceed?

Delete Demo Student

158



CL

D2L
BRIGHTSP.'CE

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.

Course Administration

Announcements
© Awards
= Class Progress
= Completion Tracking
B Course Design Accelerator
® Discussions

W Glossary

% Homepages

% Learning Activity Library
Manage Files
Quizzes

& Self Assessments

X Tools

& Assignments
== Calendar

Classlist
1 Content
M Course Offering Information
& External Learning Tools
I Grades
4 Import / Export / Copy
Components
I Locations
® Navigation & Themes
B Rubrics
1 Surveys

1 Widgets

Using Filters in Manage Dates

= Availability Date Defaults
& Checklists
A Competencies
& Course Builder
@ Course Reset
3 Frequently Asked Questions
% Groups
7 Instructional Design Wizard
% Intelligent Agents
® Quick Eval
Seating Chart

[ System Log

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
on the dynamic calendar.

Manage Dates

Course Duration

Course Start: - Course End: - #

Filter by Tool
Al

® Specific Tools

Announcements | Assignments Calendar

P Show Advanced Filter Options

Apply Filter

(%% Bulk Edit Dates  [5) Bulk Offset Dates

Type Narme
Assignment B, Assignment #1
Assignment B, Assignment #1 ~

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.

Grades

Inteligent Agent

Start/End Dates in Calendar

Quirzes

Other Dutes

to add a date directly, or the check box to include

Visibility Status.

® Visible

® Visible

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.

Bulk Edit Dates

Due Dates

Availability

Start Dates

End Dates

Display in Calendar

n Cance
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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.

Bulk Offset Dates

v Start Date

v End Date
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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:
e In Discussions, open Settings.

Bulk Offset Dates

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

Discussions Settings

Personal Settings
Display Settings
Always show the Discussions List pane @

(J;Displav deletedposts @) )

e Open the discussion thread you wish to view, and you will see the deleted posts in blue.
e 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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Discussions List » View Topic & settings @ Help Q

, New topic1 .

? Includes assessment.

T Subscribe

Add a description ...

Filter by: Al Threads w
Y Most Recent Activity — ~

Sort by:

Demo Thread .,
Demo Student posted Nov 21, 2024 10:57 AM « 5Words o) Restore Thread ¥ Subscribe
This is a demo thread.

0 0 0
Unread Replies Views

Viewing Discussion Post Edit History

Edited posts have a pencil icon. To view edited posts:
e Hover over the icon, and you will see when the last edits were made to the poss.

Discussions List » View Topic LF Settings @ Help Q

, New topic1 .

§ Includes assessment

1r Subscribe
Add a description ...
Sort by:
Filterby: ATheeads:v Most Recent Activity ~ ~

Edit Discussion Thread ~

Demo Student posted Nov 21, 2024 10:59 AM » 10 -aﬂr Subscribe
- Last edited: Thursday, November 21, 2024 11:00 AM EST
This is a demo thread. Y ]

~ more

0 0 0
Unread Replies Views
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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.

‘ Course Home Content DiscussiqiTHRBIE] Grades Library v Tutoring v Help v More v

Assess Student
Discussions List > View Topic £ settings @ Help

, New topic1 .

® Includes assessment.

Mark All Posts as Read

Mark All Posts as Unread

Y Subscribe Flag Thread
Add a description ... Pin Thread
Start a New Thread
Copy Thread
Sort by:
Filter by: Al Threads v Print Thread

Edit Discussion Thread()

Demo Student posted Nov 21, 2024 10:59 AM » 10Words # 1Y Subscribe

This is a demo thread.

v more

0 0 0
Unread Replies Views

Most Recent Activity v

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.

History

Demo Student Changed text Mar 19, 2025 2:48 PM

Brainstorming for assignments

When | analyze the requirements for an assignment, | start by breaking down the key
objectives and any guidelines provided. This helps me understand exactly what is
expected and ensures that my brainstorming is focused in the right direction.

One of my favorite brainstorming techniques is mind mapping. | write the main topic in
the center of a page and then branch out with related ideas, subtopics, and possible
angles to explore. This visual approach helps me see connections between ideas and
sparks creativity.

Demo Student Original post Mar 19, 2025 2:47 PM

Brainstorming for creativity

Before | start brainstorming, | carefully review the assignment requirements to ensure |
fully understand the objectives, formatting guidelines, and any specific instructions. | also
take note of any keywords or themes that stand out, as these can help guide my thought
process. By clarifying these details upfront, | can generate ideas that align with the
assignment'’s expectations.

One of my favorite brainstorming techniques is mind mapping. | write the main topic in
the center of a page and then branch out with related ideas, subtopics, and possible
angles to explore. This visual approach helps me see connections between ideas and

Close
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