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[bookmark: _Toc159375170]System Requirements:
· Compatible on desktops, laptops, and mobile devices.
· Latest up to date web browsers: Google Chrome (recommended for optimal experience), Firefox, Edge, and Safari.

What is Brightspace?
[bookmark: _Int_9EelB7su]Brightspace is a cloud-based learning management system (LMS) that runs blended and fully online courses. It comprises three integrated platforms: learning environment, learning repository, and ePortfolio. It was developed by D2L and designed to provide the tools necessary for content creation, assignment submissions, communication, and assessment by combining a collaborative and interactive virtual learning environment.

How to log into Brightspace
You can access Brightspace by entering your CUNY (City University of New York) credentials, including your username and password, on the login page at https://brightspace.cuny.edu.

This secure authentication process grants student’s entry to an integrated online learning platform where you can engage with course content, communicate with instructors, and track their academic progress. The straightforward login procedure ensures quick and convenient access to the educational resources provided by Brightspace within the City University of New York (CUNY) system.

Need Additional Assistance?
[bookmark: _Int_S4YuSfZ7]For additional assistance and information on Brightspace, please email AtoL (Academic Technologies and Online Learning) at Atol@citytech.cuny.edu or visit our department website located here.


[bookmark: _Toc1043267149]Brightspace Home Page
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A. Mini Bar: handy tool located at the top of the screen, allows quick access to key features such as notifications, course home, content, discussions, and grades.
B. My Courses: Module where you will find a comprehensive list of the courses you are enrolled in.
C. [bookmark: _Int_zGqem3I2]BrowseAloud: text-to-speech tool designed to improve accessibility by enabling users, including those with different learning needs, to have course materials read aloud. 
D. Activity Feed: area where you will find other resources.
E. Announcements: announcements will be posted in this area from your college campus.
F. Work To Do: centralized area where you can view and manage pending assignments, assessments, and other academic tasks of outstanding work across all enrolled courses.
G. Calendar: view upcoming events.
[bookmark: _Toc638016176]Getting Started
You can access essential features such as the course content, your user profile, upcoming deadlines, and calendar from the course homepage. Brightspace's intuitive design facilitates seamless navigation, allowing you to effortlessly explore modules. The dashboard is not only informative but also interactive, providing quick links to quizzes, grades, and other vital components of your academic journey.

[bookmark: _Toc1697840299]Course Home Page
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A. Navigation Menu: includes links to main components such as course home, content, assignments, discussions, grades, and course tools. 
Note: The navigation bar may vary by instructor.
B. Content Widget: area designated to course content, modules and resources embedded directly onto course homepage.
C. Announcements: instructors will share vital information and reminders under this section for their course.
D. Activity Feed: provides a location for instructors to post messages and links to course materials, web links, and files on Google Drive, much like announcements and gives you a place to respond to the instructor and have cross conversation with other learners.
E. Calendar: a calendar with upcoming events.
F. Single Profile Widget: area where you can add a summary about yourself.
G. Work to Do: section where your upcoming assignment deadlines will appear.
H. Brightspace Support: contact information for Brightspace after hours support.


[bookmark: _Toc1638221426]Navigation Bar
This area known as the Navbar contains links to tools within your course. The navigation area will look different depending on where you are in Brightspace (e.g. City Tech College homepage versus in a course).
 
Note: The navigation bar design will vary by instructor.

[image: ]
A. Course Home: you will be redirected back to the Course Home page.
B. Content: centralized repository which contains links to different areas of the course. Content links may not appear if there are no items included.
C. Assignments: you will find your assignments due within the link.
D. Quizzes: dedicated section where you can access quizzes, assessments, and exams.
E. Discussions: contains the Discussion board.
F. Classlist: list of the students enrolled in the course. 
G. Grades: you can view your grades and feedback from this link.
H. Class Progress: section where you can track your grades, submissions, and feedback for your course.
I. Course Tools: contains various tools such as announcements, calendar, checklist and groups.
[bookmark: _Toc1998305653]Assignments
The Assignments feature allows you to upload and submit your assignments directly within Brightspace for grading.

Note: If you do not see your assignment, please contact your instructor about how your course is organized.

[bookmark: _Toc642736902]Submission Types
Your instructors can create assignments in one of four submission types:

· File submission: you can upload an assignment file from your computer. Common file types include documents, presentations, spreadsheets, and other files depending on the settings your instructor has set.
· Text submission: you can directly type your assignment as text or link to your assignment within the text editor.
· [bookmark: _Submitting_an_Assignment]On paper submission: this option allows you to submit your assignment as a physical copy. Your instructor can provide feedback within your Grades.
· Observed in person: your instructor allows you to work on your assignment during in-person lecture. They can provide feedback for the assignment.

[bookmark: _Toc351517729]Submitting an Assignment
A. From the menu, choose the appropriate course content or assignments area. 
[image: ]
B. Click on the title of the assignment to open the submission area.
Note: Assignment submissions can vary by instructor.

File Submission
A. Click on Upload and locate your assignment.
Note: A maximum of 2 GB allowed.
[image: ]
B. Click on Open.
[image: ]
C. You will see the file attached to your assignment.
[image: ]

Text Submission
You can type your assignment directly as text within the text editor, add a link to your assignment from cloud service, record an audio or record a video.
[image: ]

On Paper Submission
This option allows you to submit your assignment as a physical copy. Your instructor can provide feedback within your Grades.

Observed in person
This option allows you to work on your assignment during in-person lectures. Your instructor can provide feedback within your Grades.

Note: Your instructor determines the type of assignment you will be submitting in the course, i.e., Observed in person, File, Text, and On Paper Submissions.



[bookmark: _Toc1622667985]Discussions
Responding to discussions in Brightspace can be achieved by following the steps below:
[image: ]
A. From the menu, click on the link labeled as Discussions.
B. Click on the title of the topic you want to view or respond to. 
C. Click on Start a New Thread.
[image: ]
D. Enter a subject and compose your response. You can enter your response into the text editor, format it, add attachments, or links.
E. Click on Post when you are satisfied with your response. You will be able to view your response within the discussions thread.[image: ]
[bookmark: _Toc1993452368]Taking a Quiz
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A. For this example, we will be selecting Quizzes from the menu. 
Note: If you are unsure where your quizzes are in the course, contact your instructor.
B. Click on the quiz title to view the quiz information. 
Note: Read the instructions carefully. If the quiz or exam is a timed test, your answers will automatically be saved and submitted.
C. Click on the Start Quiz icon to begin.
[image: ]
D. Once you are done, select Submit Quiz. You will receive a submission confirmation along with your attempted score.[image: ]


[bookmark: _Toc1835485175]Class Progress
[image: ]
Viewing the progress of your grades, submissions, and feedback:
A. Click on the Class Progress link.
B. A Progress Summary Report will appear on the page of your grades, content, discussions, assignments, quizzes, checklist, surveys, course access and system access history.
C. To view specific data about a category, you can click anywhere of interest by using the navigation bar on the left.
D. To print a summary report, click on Print.



[bookmark: _Toc1309284629]Grades
Brightspace provides a comprehensive summary of your performance in the course.
[image: ]

A. From the menu, choose the link labeled as Grades. 
B. You will be able to view the following:
· Weighted Total Course Grade
· Individual assessment grades
· Feedback and comments
· Grade Summary









[bookmark: _Toc404383613]Groups 
You can collaborate with your peers, discuss, and submit assignments for a specific group project. Your instructor will need to enable and set specific settings to allow various functions such as assignment submissions and discussions.

[bookmark: _Toc1483461604]Viewing the group, you are assigned to:
[image: ]

A. From the menu, choose the link labeled as Groups or something similar.
B. You will see the group you are enrolled into.

[bookmark: _Toc801834471]Joining a Group
[image: ]
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You can join a group If your instructor has enabled self-enrollment.
C. From the menu, choose the link labeled as Groups or something similar.
D. Under Actions, click on Join Group to join your desired group.
E. To leave the group, click on Leave Group.
[bookmark: _Toc1153323113]Submitting a Discussion
[image: ]

A. Click on the discussion thread under Discussions.
B. Click on Start a New Thread to create a discussion.
[image: ]
C. Select a group to post thread to from the drop-down menu.[image: ]
D. Enter the subject of your post.
E. You can enter your post within the text editor or add an attachment.
F. To add an attachment, click the arrow next to Add attachments.
G. Click on the Upload button to upload your file.
H. When you are ready to post, select the Post button.

[bookmark: _Toc642318351]Submitting an Assignment within Groups
Instructors can allow you to submit an individual or a group assignment. Please follow the steps under Submitting an Assignment.

[bookmark: _Toc951814213]Submitting a Video Assignment
Your instructor can set up a video assignment and require you to submit video content as part of your course work. You can create or upload video presentations and other projects. However, your instructor will need to enable and set specific settings to allow various functions. 

Accessing a Video Assignment

A. From the menu, choose the link labeled as Video Assignment or something similar.
[image: ]
B. Click on the link of the video assignment you wish to access.
[image: ]






Uploading a Video Assignment

A. Click on Upload.
[image: ]
B. Select your video file from your computer and click on Open.
Note: The video can be a maximum of 2 GB. Additional comments can be entered within the text editor.
[image: ]
C. Click on Submit.
[image: ]

Recording a Video on Brightspace

A. Click on the Record button, then select Record Video to create a recording.
Note: You cannot record yourself and your screen at the same time.
[image: ]
B. Select Allow on every visit.
[image: ]
C. Click on New Recording to begin recording.
D. Click on Stop Recording to stop recording.
[image: ]
E. Click on Add when you are finished.
F. Enter Title, Description, language and select if you would like to automatically generate captions from audio.
[image: ]
G. Click on Submit.
[image: ]


[bookmark: _Toc1426484168]Ally 
Ally is an integrated tool on Brightspace which facilitates converting digital content into more accessible formats. The availability of alternative formats is set by your instructor’s settings. 

A. Locate the files within your course with an Ally icon next to them and click on it. 
[image: ]
B. [bookmark: _Int_KmYGs2qR][bookmark: _Int_KvkCu9q5]Select an alternative format to access your document. For example, you can select from a list of available formats such as HTML, ePub, Electronic Braille, Audio, BeeLine Reader, Immersive Reader, and a Translated Version.
[image: ]
C. Click on Download.
[bookmark: _Toc176697917]Yuja 
Yuja allows you to capture your assignment using screen recording and a webcam into a video, which you can use in Brightspace. Your instructor will need to make this tool available before you can use it.

Accessing Yuja
[image: ]
A. From the menu, choose the link labeled as Yuja or something similar.
For more information on utilizing Yuja, please refer to our “Yuja for Student” tutorial handout.
 
[bookmark: _Toc46986564]Communication
Brightspace offers a range of communication tools to facilitate the interaction between students, peers, and instructors.

Announcements
Instructors will post valuable information via the Announcements module.

Discussions
You can engage and interact with your peers and instructors via Discussions.


Email 
Email has been integrated within the Brightspace learning environment to facilitate communication among your peers and instructors from your courses. To send an email, follow the steps below:

A. Click on the Envelope icon located on the mini navigation bar.
[image: ]
B. Select Email.
[image: ]
C. [bookmark: _Int_ZEbWlWi1]Within the To field, enter the email addresses of the recipients. You can select recipients from a course or enter email addresses manually.
[image: ]
D. Enter the subject and compose your message.
E. Click Send when you are ready.


[bookmark: _Toc1701880475]Student Brightspace FAQ (Frequently Asked Questions)
[bookmark: _Toc375037059]How do I download class content?
A. Log-in to Brightspace.
B. Click on the course you want to access content from.
C. Select the tab labeled Content, Material, or something similar. 
Note: Instructors can label their content differently.
D. Find the material you want to download and click on the arrow next to it.
E. Select the Download button.
F. Note: it is up to your instructor to make content downloadable.
[image: ]

[bookmark: _Toc936253705]How do I edit my User Profile?
A. Click on your name located on the top right corner.
B. Select Profile and change the necessary information such as your profile picture, tagline, and interests/hobbies.
[image: ]
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