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Document Change History

This version of the document replaces all previous versions. The following table describes the
most recent changes to this document.

Revision Date

Summary of Changes

January 6, 2022

Updated the New Discussion Evaluation Experience topic
to reflect the removal of opt-out.

Updated the Create a Discussion Forum topic to remove
information about the previous consolidated dates
workflow, which is no longer optional.

Updated the Create a discussion topic topic to remove
information about the previous consolidated dates
workflow, which is no longer optional.

Updated the Lock a discussion forum or topic topic to
remove information about the previous consolidated dates
workflow, which is no longer optional.

Updated the View Course Import history topic to include
updated information about navigation breadcrumbs in the
import logs and that the logs display the results in the
order of import operations.

December 2, 2021

Updated the Create a Discussion Forum topic to include
updated information about the new Consolidated dates
workflow.

Updated the Create a discussion topic topic to include
updated information about the new Consolidated dates
workflow.

Updated the Lock a discussion forum or topic topic to
include updated information about the new Consolidated
dates workflow.

August 5, 2021

Updated the Brightspace for Parents - Instructor Tip Sheet
topic to include the Work To Do widget.

Updated the Schedule Activity Feed posts topic.

Added topic: New Discussion Evaluation Experience.

Updated topics to update HTML Editor to read as

Brightspace Editor.
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Revision Date

Summary of Changes

July 1, 2021 Updated Create a discussion forum, Create a discussion
topic, and Lock a discussion forum or topic to include
information about the new workflow that makes it easier for
instructors to set visibility and posting restrictions.

May 6, 2021 Added topic: Search for users in the Classlist.

April 1, 2021

Updated the Add an existing user to the Classlist topic to
include information about the ability to set the search filter
to filter out users already enrolled in the course.

Updated the Email learners in Brightspace Learning
Environment > Email learners using the Classlist tool sub-

topic with steps on how to only email learners with
accommodations.

Added topic: Print a Classlist.

Updated the Check user progress topic to include the note
about the accommodations icon.
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Interact and engage with learners

Instructors can interact and engage with learners using the following tools:

Post messages and links to course materials with the Activity Feed tool
Respond to questions and share comments with the Blog tool

Post course announcements with the Announcements tool

Create private and group chat rooms with the Chat tool

Email other learners with the Email tool

Manage the participants in your course with the Classlist tool

Create and manage discussion forums with the Discussions tool

Create FAQs for learners with the FAQ tool

Create group work areas for learners with the Groups tool

Manage the locations and layouts for course events with the Locations tool
Divide your class into sections to manage large classes with the Manage Sections tool
Switch roles and view the course as a learner

Post messages and links to course materials

Activity Feed is a course homepage widget that provides a central location for instructors to post
messages and assignments. You can also provide links to course materials and external
resources. This gives learners the ability to quickly access links to important materials, comment
on messages made by instructors and classmates, and upload files to assignment posts.
Instructors can use simple HTML markup to format message posts and assignment instructions.
For more information on using Activity Feed, read the D2L Activity Feed blog post.

9
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Activity Feed ~

Create a post...

Latest Posts

Optionsse
Take an opportunity to watch this video and then complete the

assignment linked below. All submissions should be completed by the end
of the week.

Bryce Canyon BETTER Than the Grand Canyon!

Wirite a comment...

Options s

What a beautiful landscape, all generated by erosion!

Castle View

Wirite a comment...

@

Assignment » February 13,

Optionswr
Assignment #1

0/3 Submissions
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Add Activity Feed to a course homepage
To add Activity Feed to a course homepage

If the Activity Feed widget is not on your organization's default course homepage, it can be
added manually to a custom homepage.

From a course's navbar, click Course Admin, and then Homepages.

Edit an available homepage, copy an existing homepage to edit, or create a new
homepage.

In the Widgets section, from a large panel, click Add Widgets.

Locate the Activity Feed widget, and click Add.

To access the properties for Activity Feed, click on the Activity Feed widget.

To hide the widget title and prevent users from expanding and collapsing the widget,
deselect the Display Titlebar option and select the Prohibit minimizing widget option.
Click Save and Close.

Use the Active Homepage drop down menu to select the updated homepage, and click

Apply.

N —~

o0k w

© N

Note: D2L recommends using the basic homepage layout and adding the Activity Feed widget to
the large panel. Ensure the large panel does not include other widgets. Widgets placed below
the Activity Feed can become lost as the feed grows. If you are not able to locate the Activity
Feed widget from the Add Widgets pop-up, contact your administrator to request its availability.

Post messages and add attachments

From the Activity Feed, you can post messages for learners and add attachments, for example,
reminders about upcoming assignments and links to course materials. You can add attachments
by copying and pasting a web link or embed code, or using the attachment icons. For a rich and
immersive experience, most attachments can be previewed, viewed, or interacted with directly in
the feed. For example, web links show a thumbnail and description, if available. Images
uploaded from your computer, remote plug-in attachments, and videos embedded from
YouTube, Vimeo, and TED display directly in the feed and can be viewed without leaving the
course homepage.

Note: The Activity Feed only renders embedded material that administrators have set using the
Trusted Sites tool. If you attempt to embed an untrusted site, the material is attached, but as a
non-embedded web link.

To post messages and add attachments

Navigate to a course homepage with the Activity Feed widget available.
Click anywhere in the Create a post text box.
Enter a message.
Optionally, add an attachment by doing one of the following:
e To attach a web link or embed code, copy and paste the link or embed code in the
message.

PN~

11
© 2022 D2L Corporation. All rights reserved.



D2L

DESIREZLEARN

e Click the U attach icon, and do one or more of the following:

@

e To upload a file from your computer, click the *™ file upload icon.

e To attach a link to course materials, click the #8 existing activity icon.

e To attach a web link, click the 00 weblink icon.

e To attach a link to a Google Drive file from your Google account, click the e
Google Drive icon.
Note: Before attaching the link, ensure that the file has proper visibility
permissions in Google Drive.

e To attach a link to a OneDirive file from your OneDrive account, click the a
OneDirive icon.
Note: Before attaching the link, ensure that the file has proper visibility
permissions in OneDrive.

e To insert videos from YouTube, Vimeo, and TED, click the ™ video icon and
add a URL.

5. If your course includes sections, use the Send To dropdown menu to select which
section(s) you want to receive the post. Instructors must be enrolled in each sections of a
course they plan to communicate with or send posts to.

6. Click Post.

About assignment posts

Instructors can use the Activity Feed to create new assignments and post them directly to their
course homepage. The simplified assignment creation process allows you to set a name,

instructions, due date, and the option to add the assignment to grades. If your course includes
sections, you can create section restricted assignments directly from Activity Feed. Instructors
must be enrolled in each sections of a course they plan to communicate with or send posts to.

Instructors can also choose from four different submission types: file submissions, text
submissions, on paper submissions, and observed in person assignments. On paper
submissions and observed in person assignments have additional completion type options that
are set when the assignment is created. These assignments can be marked as completed
manually by learners, automatically on evaluation, or automatically on due date. Files can be
uploaded and attached to the assignment post to provide additional details to learners. For file
based submissions, instructors can view how many submissions have been made to the
assignment directly from the Activity Feed post, and access the submissions from the Activity
Feed with a single click.

Create an assignment post

To create an assignment post

1. From your course homepage, in the Activity Feed, click Create a post.
2. Click the Assignment tab.

12
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3. Enter a title and instructions, choose a submission type, a completion type, set a due
date, and select the Add to Grades check box.

Tip: For instructions, you can add web links by copying and pasting the URLs. Web links

show a thumbnail and description, if available. If you add a remote plug-in via a Quicklink,
the plug-in renders inline as an embedded attachment, allowing users to view the material
without navigating away from Activity Feed.

4. If your course includes sections, use the Send To dropdown menu to select which
section(s) you want to access the assignment. A section specific release condition is
automatically associated to the assignment.

5. Click Post.

Load an existing assignment in Activity Feed

Navigate to a course.
From the course homepage, under Activity Feed, click Create a post.
Click Assignment, and click Select Existing.
Under Assignments, choose a pre-existing course assignment.
Do one of the following:
e To post the existing assignment immediately, click Post.
e To post the existing assignment at a later time, click Post Later and select a future
time and date to post the item.

agrwN=

Comment on Activity Feed posts

1. Navigate to a course homepage with Activity Feed available.
2. Below the post you are responding to, click anywhere in the Write a comment text box.
3. Enter a message and click Post.

Control commenting on Activity Feed posts

Instructors can control the ability for learners to comment on Activity Feed posts. Commenting
can be enabled or disabled for the entire feed or for individual posts.

To disable commenting for the entire Activity Feed:
1. On your course homepage, open the Activity Feed context menu.
2. Select Manage commenting and posting.

3. Click Disable comments on posts.
4. Click Save.

To disable commenting on a new post:

1. On your course homepage, click Create a post.
2. Select Message or Assignment to determine the type of post.

13
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3. Uncheck the Allow Comments check box.
4. Complete your post, and click Save.

To toggle commenting on an existing post:

Click Options from the post you want to toggle commenting for.
Edit the post.

Check or uncheck the Allow Comments check box.

Click Save Changes.

PO~

Note: If commenting is disabled for your course, you cannot enable commenting for an
individual post. If commenting is disabled for the course or an individual post, any previously
created comments are saved. If commenting is re-enabled, the previously created comments
are displayed. This allows an instructor to temporarily disable commenting without losing
previously posted comments.

Edit and remove Activity Feed posts and comments

Instructors (teachers) can remove posts and comments made to the Activity Feed by any user.
Instructors can also edit their own posts and comments if they require updates.

Select the post you want to remove, and click Remove Post.

Select the post or comment you want to edit, and click Edit Post.
Select the comment you want to remove, and click Remove Comment.
Select the comment you want to edit, and click Edit Comment.

Note: Learners can only edit their own comments and posts; they cannot modify comments and
posts made by other users.

Schedule Activity Feed posts

To schedule Activity Feed posts that you would like to make visible at a future date and
time:

From your course homepage, in the Activity Feed, click Create a post.
Choose the type of post and enter the required information.

Click Post Later and set the date and time.

Click Schedule Post.

PO~

Note: Scheduled posts are not visible to users until the scheduled date and time is reached.
Planned assignments are hidden from users until the scheduled date and time is reached.
Previously scheduled posts can be modified by clicking on the View Planned Post link. Planned
posts are removed from the planned post list once live in Activity Feed.

14
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Pin post to top of feed
Bring attention to an Activity Feed post by pinning it to the top of the feed. If you have a
reminder or announcement for learners, this is an easy place to make it visible.

1. Locate the post you would like to pin in your Activity Feed.
2. Click Options, and select Pin Post to Top; this post now displays at the top of the feed.

3. To unpin a post, click Options, and select Unpin Post or click the ¥ pin icon.

Note: Multiple posts can be pinned to the top of your feed.

Activity Feed minibar update alerts

Minibar update alerts are now generated when Activity Feed posts and comments are added to
a course you are enrolled in. This allows learners to stay up to date with new posts from
instructors, and instructors to keep up to date with any new comments added to their posts by
learners.

Note: Everyone enrolled in the course, except the post author, receives a minibar update alert
when a new post is created. Only the post author receives minibar alerts for new comments.

Receive Activity Feed instant notifications
To receive Activity Feed instant notifications

Instructors can now choose to receive instant notifications when new comments are added to
their posts. Learners can choose to receive instant notifications when new posts are created in a
course they are enrolled in. Instant notifications are sent by email or SMS.

1. From the minibar, click your name and select Notifications.
2. Under Instant Notifications, select the desired delivery method for the available Activity
Feed options:
o Activity Feed- new comments from others on a post
o Activity Feed - new posts created by others
3. Click Save.

Note: Activity Feed posts and comment notifications are not included in daily summary emails.

Respond to questions and share comments with a blog

The Blog tool is a way to share information on topics that interest you. Use this page to post and
respond to questions, engage in discussions, and share opinions and comments with other
users. Blog entries can be public or private.

The Blog tool has three main areas:

15
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My Blog for creating and maintaining your own blog.
Blog Watch for reading other users' blogs.
Blog List for setting up which other users' blogs you want to watch.

Create a blog

Use the Blog tool to post and respond to questions, engage in discussions, and share opinions
and comments with other users. You can create private blog entries, or choose to make public
entries for other users to view.

The Blog tool

has three main areas:

My Blog for creating and maintaining your own blog.
Blog Watch for reading other users' blogs.
Blog List for setting up which other users' blogs you want to follow or read.

From the My Blog page or the Blog Watch page, you can change the following settings for your
blog on the Settings page.

Setting

Description

Show a link
to your user
profile from
your blog

Allow users who are viewing your blog to also view your profile

Make entries

Selects the Make Public option for new blog entries so they are automatically

public by shared with other users by default.

default

Allow Selects the Allow comments option for new blog entries by default. Note that
comments byithis option is only available if the Make entries public by default option is
default selected.

Receive Select this option to receive an email notification when a new comment is made
email when |on one of your blog entries.

comments

are added

Allow blog to [Allow users who are not logged into Brightspace Learning Environment to view
be read by |your blog through an external URL. The External URL field contains the URL to
anyone share your blog. Note that you cannot access private blog entries by URL.
Publish your |Allow readers of your blog to link to your Site Feed and view your blog using an
blog as an [external RSS aggregator. To publish your blog in this way, you must enter a title
RSS feed [for it in the Feed Title field.

16
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Persistence [Enter a value in the Persistence field to determine how long blog entries stay in
your Blog Watch list. For example, if you enter 10, entries will remain in your
Blog Watch for 10 days after being posted. If you set the value to 0, blog entries
remain in your Blog Watch indefinitely.

Write a blog entry

1. On the My Blog page, click New Entry.

2. Enter atitle. The title appears in the blog entry list after you publish it.

3. Add content to your blog.

4. If you want to allow other users to view your blog entry, select Make entry public.

5. If you want to allow other users to comment on your blog entry, select Allow Comments.
6. If you want the blog entry to show a different date from the current date and time, change
the Entry Date. To revert to the default values, click Now. The Blog displays the most

recent entries first, according to the entry date you set.
7. Click Save.

After you create your blog entry, click Preview to view your blog as it appears to others and to
view the permalink and social media links to share your blog outside of your course.

View your own blog

1. On the My Blog page, use the All Entries, Public Entries, and Private Entries tabs to
view your blog entries.
2. To view how your blog appears to others, click Preview Blog.

Tip: The Permalink field at the top of the Preview page lists a URL for your blog that can be
accessed from any browser.

Edit blog entries

1. On the My Blog page, from the context menu beside the title of the entry you want to edit,

click Edit.
2. Update the entry as desired.
3. Click Save.

Add blog comments

1. Inthe blog entry you want to comment on, click the Add Comment link. The writer must
enable comments on their blog in order for you to see the Add Comment link.

17
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2. Inthe Comment field, enter your comment. Select Make this comment anonymous to
submit an anonymous comment.
3. Click Save Comment.

Delete blog comments

You can remove comments on your own blog. You cannot delete comments on another user's
blog.

1.  On the My Blog page, click Edit from the context menu of the blog entry or click the
Comments link inside the entry.
2. Click the Delete icon beside the comment.

Find and follow other users' blogs

The Blog Watch keeps a list of blogs by your peers and other users that you want to follow. To
populate your Blog Watch, you add blogs from the Blog List. Your Blog Watch is empty by
default.

1. Click Blog List.
2. Do one of the following:

e Search for a user's blog by entering any portion of their first or last name in the
Search For field.

o Navigate the list of users. You can sort the table by clicking any of the column
names. If you go to a new page, you lose the users that you selected on the
previous page.

3. Select the check box beside any user that you want to watch.
4. Click Add.

To see recent posts from the blogs that you follow, click Blog Watch.

Set up RSS feeds

You can publish your blog as an RSS feed which any external news reader (RSS aggregator)
can read. Depending on your organization, you might not have permission to use the RSS feed
functionality.

Click Settings, then select Publish your blog as an RSS feed.
Enter a title and a description.

Click Save.

Share the External URL with other users to share your blog.

PO~
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Post course announcements

The Announcements tool enables you to create news items that help communicate course
updates, changes, and new information to your users quickly and effectively. Since My Home or
Course Home is the first page that users often see when they log in or access their courses, the
News widget is a good area for displaying important information.

Create an Announcements item

To create an Announcements item

1.
2.
3.

From the Announcements widget menu, click New Announcements Item.

Enter a headline and content for your Announcements item.

To display author information (name and timestamp) in announcements you create or edit,
select the Show Author Information check box.

Note: This option only appears if your administrator granted you the appropriate
permission.

If you want to hide your headline's date and time, clear the Always show start date
check box. By default, an Announcements item start date and time appears below the
headline when displayed in the Announcements widget.

In the Start Date and End Date fields, select the posting availability date. Announcements
items publish immediately, unless you specify an alternate start date from Start Date.
Note: Post-dated Announcements items do not display in the Announcements widget
even if users have permission to see future Announcements items. They can be found
within the list of Announcements items on the Announcements page.

You can remove an Announcements item on a specific date by selecting the Remove
Announcements item based on end date check box. You and administrators can still
see the Announcements item after its end date, but it does not appear in the
Announcements widget.

In the Attachments section, add attachments, audio recordings, and video recordings as
part of your Announcements item.

To include additional release conditions, click Attach Existing or Create and Attach.

To continue editing the Announcements item, click Save as Draft. Students cannot see
draft Announcements items. To release Announcements item to users, click Publish.

Delete an Announcements item

To delete an Announcements item

Do one of the following:

From the context menu of the Announcements item you want to delete, click Delete.
To delete multiple postings, select the check boxes beside the Announcements item you
want to delete. Click Delete at the top of the list.
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Edit an Announcements item

Click the Announcements widget.

On the Announcements page, click the Announcements item that you want to edit.

Edit your Announcements posting.

To inform users of major changes and updates to postings that they might have
dismissed, ensuring that those headlines reappear with current information, select the
Major edit - send a notification and restore it for those who dismissed it check box.
You can also make the edited Announcements posting reappear at the top of the
Announcements widget by changing the start date to the current date and time.

5. Click Update.

PO~

Reordering an Announcements item

1. Click the Announcements widget.
2. Do one of the following:
¢ On the Announcements page, from the More Actions button, click Reorder.
¢ From the Announcements widget menu, click Reorder Announcements Items.
3. Use the drop-down lists in the Sort Order column to select an item's order. Other items
automatically reposition themselves according to the new order.
4. Click Save.

Restore a deleted Announcements item

To restore a deleted Announcements item

1. Click the Announcements widget.

2. Click the context menu beside the Announcements widget, and select Go to
Announcements Tool.

3. On the Announcements page, from the More Actions button, click Restore.

4. On the Restore Announcements page, select the check box of the Announcements item
or items you want to restore.

5. Click Restore.

Create private and group chat rooms

The Chat tool is a real-time, text-based collaboration tool. You can use the Chat tool to
brainstorm ideas, hold a question and answer period, have a debate or discussion, or organize a
remote study group. As opposed to other collaboration tools, such as Discussions, Chat
conversations occur in real-time.

There are two types of chats:
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Personal chats Personal chats are private and visible only to users who you have added
to the chat’s participants list. Personal chats are ideal for keeping in touch with friends and
colleagues or for clubs and other groups whose members do not share a single org unit.
Anyone with the proper permissions can create personal chat rooms.

General (course) chats General chats are public chats visible to everyone enrolled in the
org unit where they are created. Instructors can create general chat rooms to incorporate
chat discussions into the teaching of a course since they are automatically open to all
users enrolled in the course.

Change your chat settings

-_—

ook

8.

On the navbar, click Chat.
Do one of the following:

e On the Chat List page, click Settings.

¢ Inside a chat, click Settings.
In the Alias field, enter a new alias. Depending on your permissions, you can change your
alias, or chat name, if you want to appear as a different name, such as a nickname, to
other chat participants.
Select the check boxes for Bold or Italics.
Set an Alias Color.
If you want to change the message order, select New to Old or Old to New. If you want
to see new messages only, select New Messages. This requires you to manually refresh
the screen, to see new messages and remove all old ones. You can change back to see
all messages, which restores all messages for that session, even if they were not visible
while New Messages was selected.
You can change your sound settings so you can hear a sound when someone enters the
chat, leaves the chat, or when there is an incoming message. Select a sound from the
following drop-down lists:

¢ Incoming Message Sound

e Person Enters Chat Sound

e Person Leaves Chat Sound
Click Save.

Manage chat history

The chat’s archive stores each chat session, where you can view it at a later time.

The system archives a chat session once all chat members leave the room or after more than
20 minutes of inactivity. Chats appear in the Chat Sessions list.

1.
2.

3.

On the navbar, click Chat.

On the Chat List page, from the context menu beside the chat you want to view, click
View Sessions.

In the Start Date column, click the link.

When you are done reviewing the session, click Done.
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Personal and general chats

There are two types of chats:

o Personal chats - Personal chats are private and visible only to users who you have
added to the chat’s participants list. Personal chats are ideal for keeping in touch with
friends and colleagues or for clubs and other groups whose members do not share a
single org unit. Anyone with the proper permissions can create personal chat rooms.

e General (course) chats - General chats are public chats visible to everyone enrolled in
the org unit where they are created. Instructors can create general chat rooms to
incorporate chat discussions into the teaching of a course since they are automatically
open to all users enrolled in the course.

Create a general chat

General chats exist within specific org units, and you can only access general chats from within
the org unit in which they are created.

All users in the org unit have access to the general chat. You can create multiple chats for the
same org unit, such as "Midterm Review" and "Final Review." It is a good idea to enter a
description to help other users identify the chat, since they might have access to other chats
with similar names.

On the navbar, click Chat.

On the Chat List page, click New Chat.
Enter a title.

Click General Chat.

Enter a description of the chat.

Click Create.

SR WON~

Create a personal chat

You can create personal chats to talk with peers or other friends at your organization. You can
create personal chats from any org unit, and you can access them within any other org unit.

Personal chat rooms can only be accessed by users who have been added to the personal
chat’s Participant List. When users are added, the chat room displays under Personal Chats in
their list of chats.

On the navbar, click Chat.

On the Chat List page, click New Chat.

Enter a title.

Click Personal Chat.

Enter a description of the chat. Give your chat a unique, descriptive name and provide a
description for it using the Description field to help users distinguish the chat from other
chats they are enrolled in.

6. Click Create.

abron=
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Add or remove users from a chat

On the navbar, click Chat.

On the Chat List page, from the context menu of the personal chat you want to modify,
click View Members.

Do one of the following:

e To add a member to the chat, click Add Members. To add users from different
course offerings click Select Different Course. Select the check box beside the
name of users you want to add. Click Add > Done.

e To add a personal contact, click Add Personal Contact. Select the check box
beside the name of users you want to add. Click Add > Done.

o To delete a member of the chat, on the Chat Members page, select the check box
beside the users you want to remove. Click Delete > Done.

Email learners in Brightspace Learning Environment

To email learners using the Email tool:

1.
2.

On the course home page, click Email.

Compose your message and add any attachments.

Note: The email message, attachments, and the number of recipients in the To, CC, and
BCC fields count towards the email message size and cannot exceed 20MB.

For more troubleshooting information, see Populating the To, CC, and BCC fields of an
email using the address book.

Click Send or Save as Draft to send at a later date.

To email learners using the Classlist tool:

On the course home page, click Classlist.
To email an individual learner, from the context menu of the learner you want to contact,
select Send Email.
To email multiple learners, select the check boxes for every learner you want to email,
then click =1 Email.
To email all the learners in your course, click Email Classlist.
a. To only email learners with accommodations, set your search filter to only display
learners with accommodations:
¢ On the Email Classlist page, click Show Search Options.
e Select the Users with Accommodations check box.
e In the Search for text box, click the search icon .
Click Send Email. The Compose New Message dialog box appears.
Compose your message and add any attachments.
Click Send or Save as Draft to send at a later date.
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Email other learners with the Email tool

The Email tool allows you to send email from within Brightspace Learning Environment. You can
also organize received mail using folders and store email addresses using the Address Book.

From the navbar, click Email.

Where can | find my Instructor's email?
Some good places to find your instructor’'s email address are:
e Your Course Syllabus. This may be posted in the Content tool in Brightspace Learning
Environment

e Your class list
The Classlist tool in Brightspace Learning Environment

| am unable to login to my school email portal (not Brightspace), what do | do?

If you are unable to log in to your school email portal, contact your institution’s Help Desk.

Why can | only see some emails in my inbox?

If you know you have more emails than you can see on the page:

e Ensure the email filter is not restricting the emails you are seeing. From the Filter By list,
select All Messages.

¢ You might have multiple pages for your email. Make sure to look through all pages and/or
expand the number of emails that appear per page.

How can | forward my D2L emails to another account?

To forward D2L emails to another account:

1. From the navbar, click Email.

2. Click Settings.

3. Under Forwarding Options, check the Forward incoming messages to an alternate
email account check box. Enter the forwarding Email Address, then select your
preferences.

Note: If you add or update your reply-To or Forwarding email address, you will receive an
email prompting you to verify your email address. To verify your email address, click the
link in the email verification message you received.

| get a "Not Authorized" error trying to access my Email, what do | do?

From the navbar, click on your Message Alerts (envelope icon). Do you see this message?
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You must complete the following quizzes for alerts to be enabled: {Quiz Name}

Once you complete the quiz detailed in the message alert, you will be able to access your email
- while the quiz is in progress, your email access is disabled by your instructor.

| cannot access my email inbox, | can only send emails

Your institution has send-only email enabled. You cannot receive emails in Brightspace.

Disable your course address book

1. Do one of the following:
¢ In the course that you want to make changes to, click Course Admin > Course
Offering Information.
e From the Admin Tools menu, click the Course Management link to search for the
course that you want. Click the Offering Name.
2. Clear the Show course address book check box.

Print a Classlist

You can print a list of learners in your classlist. The print out contains the learner's Image, Last
Name, First Name, Org Defined ID, Role, and Last Accessed date and time.

To print a Classlist:

1. On the course home page, click Classlist.

2. To print a list containing multiple learners, select the check boxes for every learner you
want to print, and then click Print. The Print Classlist dialog box appears and displays
the information you are printing.

3. Click Print.

4. To print the entire Classlist, click Print at the top of the page. The Print Classlist page
appears.

5. Click Print.

6. To print only a list of learners with accommodations, click Print and set your search filter
to only display learners with accommodations:
e On the Print Classlist page, click Show Search Options.
e Select the Users with Accommodations check box,
¢ |nthe Search for text box, click the search icon.
7. Click Print. The Print Classlist dialog box appears.
8. Click Print and select your printer.
9. Click Print.
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Manage the participants in your course

Depending on your permissions, the Classlist tool enables you to add or remove course
participants, change user roles, create new users, and import users from a TXT or CSV file.

Add an existing user to the Classlist

1. In Brightspace Learning Environment, navigate to your course.

2. On the navbar, click Classlist.

3. From the Add Participants drop-down menu, select Add existing users.

4. Under Enrollment Options, from the Set all roles to drop-down list, select the role you
want to assign the user you are adding to the Classlist.

5. To send the user an enrollment email, select the Send Enrollment email check box.

6. Under Add Existing Users, in the Search field, enter the name of the user you want to
add.

7. Click Show Search Options, specify the following options, and then click the Search
icon:

8. Click Show Search Options and specify the following options:
a. Search In - Select the First Name, Last Name, and Org Defined ID check boxes.
b. Enrollment - To set the search filter to filter out users already enrolled in the
course, deselect the Include Users already enrolled in org unit check box.
c. Search Type - select Starts With, Exact Match, or Contains. Selecting Starts
With or Exact Match narrows your search and improves the speed at which your
search results are displayed.
9. Inthe search results list, select the check box alongside the name of the user you want to
add, and then select the appropriate role for the user.
10. Click Enroll Selected Users.
11. Click Done

See Also:

e Enroll a new user

Grant quiz accommodations from the Classlist

If the View Other Users' Accommodations and the Add/Edit Accommodations permissions
are turned on for your role, you can grant learners quiz accommodations from the Claslist tool.
Once granted, these accommodations apply to all quiz activities in a course for that learner.

To grant quiz accommodations from the Classlist:
1. In Brightspace Learning Environment, within your course, navigate to your Classlist.

2. Click on the context menu of the learner to whom you want to grant a quiz
accommodation, and then click Edit Accommodations.
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To grant a learner additional time on a quiz, under Quizzes > Timing, select the Modify
Time Limit check box and then grant the time either in terms of quiz time multipliers or
minutes:

e To grant the additional time in terms of quiz time multipliers, select the Multiplier of
original quiz time radio button and specify the number of times. For example, 1.5
times more than the original time on the quiz.

e To grant the additional time in terms of minutes, select the Extra time radio button
and specify the number of extra minutes.

To enable learners to right-click while taking a quiz, under Controls, select the Always
Allow Right Click check box.
Click Save.

View user accommodations

If the View Other Users' Accommodations permission is turned on for your role, you can view
users' accommodations from the Claslist tool.

In Brightspace Learning Environment, within your course, navigate to your Classlist.

2. Click on the context menu of the learner whose quiz accommodations you want to view,

and then click View Accommodations.

View Accommodations w

’g_‘ Laura Green

Quizzes v

Timing
Modify Time Limit
Extra time

30 minute(s)

Done

¥z

Figure: View Accommodations dialog box in Classlist
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If the Add Special Access permission is turned on for your role, you can view the list of users
with accommodations in the Quizzes tool.

1. In Brightspace Learning Environment, within your course, click Quizzes.

2. Click on the context menu of a quiz and then select Edit.

3. On the Restrictions tab, under Special Access, the list of users with special access and
active accommodations is displayed.

Users

View By: { User v J Apply

\ Q, ‘ Show Search Options
[j Last Name & , First Mame, Org Defined ID

[1 Adkins, Claudia 1.50 times quiz time = 180 minute(s) #a
[_J Brown, Noél 2.00 times quiz time = 240 minute(s] ¥

[ ] Collier, Elizabeth 60 minute(s) extra quiz time = 180 minute(s) %

Add Special Access Cancel

Figure: The Users area when editing quiz restrictions that lists users with special access
and active accommodations

Enroll a new user

To enroll a new user to the Classlist

In Brightspace Learning Environment, navigate to your course.

On the navbar, click Classlist.

From the Add Participants drop-down menu, select Create and enroll a new user.
Fill in the user’s information.

PO~
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5. If you want to send the user an enroliment email, select the Send Enroliment email

check box.
6. Click Enroll.
See Also:

e Add an existing user to the Classlist

Enroll users from a TXT or CSV file

In some cases, it may be appropriate to create a course that has a classlist that does not
originate from data in the SIS (For example, for all Resident Assistants or all Phys.Ed students).
In this case, the Enroll via File permission can provide Course Administrators with another
option for enrolling large groups of participants. Administrators must ensure that instructors have
the appropriate permissions to enroll participants using a file. After the permission is granted, a
course administrator or instructor can set up a classlist using a file.

To grant the Enroll Via File permission

In Admin Tools, under Security, click Roles and Permissions.

In the Role and Description table, click Administrator.

From the Filter by Tool droplist, select Classlist.

Ensure the Enroll Via File permission is turned on for the appropriate levels. By default, it

is applied for the Administrator role to Organization, Course Template, and Course

Offering.

5. Repeat the process for any other roles (such as Instructor) that should have this
permission.

6. Click Save and Close.

PO~

To create an import file

If you do not already have an import file, you must create the file before you can continue. You
can download a sample file to edit for your own use. The downloadable file is available on the
Import Users From File page. Before you create an import file, consider the following:

If the Org Defined ID exists in the Brightspace Learning Environment, the course participant will
be enrolled. The import file does not change names or emails that exist in the system. If the
import process finds an Org Defined ID is already enrolled in the course, it rejects the row. If the
Org Defined ID does not exist in the Brightspace Learning Environment, the participants are
imported as new people in the system.

1. In the course where you want to import class participants, browse to Classlist.
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2. Click Add Participants and select Import users from a file on your computer.

3. Click Sample Text File to download the sample file.

4. Add the following field information, separated by commas: Org Defined ID, *First Name,
*Last Name, Email, *Section, *Role, Change Password (true/false)

Note: The asterisk (*) denotes a required field. Optional fields can be blank without
affecting the import. Note that not all courses include sections. If the course includes
sections, then the sample file and the import file should include the section code. If the
course does not have sections, the section code is not in the sample file, and should not
be included in the import file. For example: JD4680, John, Doe,
johndoe@exampleschool.com, student, false

5. Save as a.TXT or .CSV file in ASCII format.

To import course participants using a file

In the course where you want to import class participants, browse to Classlist.
Click Add Participants and select Import users from a file on your computer.
Click Choose File and browse to the location of the participant list.

If appropriate, select one of the Send email options.

Click Import.

agbrwN=

Unenroll users

1. On the navbar, click Classlist tool.
2. Select the users you want to unenroll.
3. Click Unenroll.

Impersonate a user
To impersonate a user

A user can impersonate another user from the Classlist tool. For example, it would be beneficial
to impersonate a user when submitting a quiz on their behalf. The ability to enable user
impersonation is set in the Users tool's permissions. Contact your administrator for more details.

1. On the navbar, click Classlist.
2. From the context menu of the user you want to impersonate, click Impersonate.

Check user progress

Your view of the Class Progress tool may differ depending on whether you access the Class
Progress tool from the org level or the org unit level, as well as depending on your roles and
permissions.
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On the navbar, click Classlist.

From the context menu of the user you want to view, click View progress.

Note: If the user has any quiz-specific accommodations, the accommodations icon
appears alongside the Quizzes progress indicator.

gy Progress Sur

Loss Models 2 Grades

Fall Test Semester
Grades Received: 0

Summary
Grades
Objectives
content Objectives
Discussions Learning Obijectives Passed
Assignments 0% (0/0)
Quizzes |
Checklist In Progress: O
Surveys
Login History Passed: 0

Mathematics of Finance

Fall Test Semester e
Needs Remediation:

Figure: The Progress Summary page with the accommodations icon next to the Quizzes
progress indicator
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3. To view progress on a specific progress indicator, click the indicator on the left pane. The
report details display.
4. Click the expandable and collapsible links to expand or collapse the report details.

Why are tabs important in the Classlist tool?

Classlist tabs generally correspond to specific roles. A tab can show all roles, one role, or a
combination of roles. Your administrator may have given you permission to control which tabs to
display in your classlist.

The tabs you choose to display will be visible to students when they view your classlist.
Therefore, if there is a particular role that you do not want students to see in the classlist, you
can choose to not have it appear there.

Set which tabs appear in Classlist

1. From the navbar, click Classlist.

2. On the Classlist page, click Settings.

3. From the drop-down list in the Display column, select Yes or No for the tab you want to
show or hide on your Classlist page.

4. Click Save.

What is an auditor?

An auditor in Brightspace Learning Environment is a user with permission to see (audit) another
user's information in the Class Progress tool, which enables them to view:

Grades tool

Quizzes activity
Discussions activity
Content viewing activity
Assignments activity

Login history

Checklist completion
Competencies achievement

This feature is useful if you want to grant access to parents to view and monitor their children in
a specific course offering.

Note: You should place the Auditors widget on the organization homepage so that auditors can
access the information on the users they audit. Only users with permission for auditing, and
existing auditor relationships can see this widget.
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Enroll or unenroll an auditor

1. On the navbar, click Classlist.

2. On the Classlist tool page, from the context menu of the user you want to add auditors to,
click Manage User Auditors.

3. To create or delete multiple auditors with a TXT file, click Add Auditors, or Bulk Auditor
Management.

4. Select the users you want to add as auditors.

5. To delete an auditor, select the check box beside the user and click Delete.
To select users you want to add auditees to, on the Manage Auditors page, click the
Users {user} audits tab.

6. Click Add.

Flag a learner in a classlist

1. On the navbar, click Classlist.

2. In the Image column, click the F:' flag icon next to the image of the learner you want to
flag.

How to search for users in the Classlist
You can quickly access the list of all users or filter by students or teachers using the tabs.

Under any of the tabs, there are filter options. These options include:

e View By:
o User
e Groups
e Sections

You can search for users using their name, email address, username, or Org Defined ID
(depending on the setup in your organization) in the search box.

To filter the search options, click Show Search Options and use any of the following options:

e Search In:
e First name > Search only through users' first names.
e Last name > Search only through users' last names.
e Email > Search only through users' email addresses.
e Org Defined ID > Search only through users' Org Defined IDs.
o Username > Search only through users' usernames.
e Search Type:
e Contains > when searching, this will provide results that contain what text is being
searched.
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e Starts with > when searching, this will only provide results starting with the text that
is being searched.
e Exact match > when searching, this will only provide results where the text
matches the text being searched.
¢ Role:
e Used to only search for users with the selected role.
e Flagged:
e Used to only search for users that are flagged or unflagged.
e Accommodations:
e Used to only view users who have accommodations.
e Online Status:
e Used to search for users who are currently online or offline.
e Locked:
e Used to search for users whose account is locked.
e Last Accessed:
o Choose dates to search for when users last accessed the course (i.e. view all users
who accessed the course yesterday).

Create and manage discussion forums

Use the Discussions tool in your course to encourage users to share thoughts on course
material with their peers. You can set up forums and topics for users to ask questions, discuss
course content and assignments, and work together in assigned groups and sections.

Important: When copying and pasting formatted content from other sources, the

Brightspace Editor in the Discussions tool contains some limitations. For example, if you copy
content from a document with APA formatting and paste it into a discussion thread, the
formatting is not preserved. As a best practice for submitting assignments, D2L recommends
using the Assignments tool. If you choose to use the Discussions tool, D2L recommends
submitting documents as attachments in the tool, which preserves document formatting.

Getting started with discussions

Create a discussion forum

Use forums to organize your discussion topics into categories. Your course can have multiple
forums and topics, but you must create a forum before you can create a topic since all topics
belong to forums.

To create a discussion forum

On the navbar, click Discussions.

On the Discussions List page, from the New button drop-down menu, click New Forum.
Enter a title for your new forum.

Enter a description for your new forum.

PON~
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5. In the Options section, select any of the following check boxes:
¢ Allow anonymous posts - To enable users to post anonymously.
¢ A moderator must approve individual posts before they display in the forum -
To ensure that posts are approved by a moderator before they display in the forum.
e Users must start a thread before they can read and reply to other threads in
each topic - To ensure user participation.
e Display forum descriptions in topics - To provide instructors the option to display
a discussion forum description within a discussion topic description.
6. Inthe Restrictions tab, set the following options:
¢ Availability options specify when learners can access (or view) a forum based on a
specific date set by you. For example, you can set a date to make a discussion
forum available to learners after the end date for finishing a course module.
¢ Locking Options specify if learners can post or reply to a forum based on a
specific date set by you. For example, you can set a date to lock a discussion forum
after making it available, giving learners time to read and understand the discussion
forum, but not post replies. You can also set a date to unlock the forum several
days later, allowing learners to post their well thought out replies.

e Visible with access restricted before start/end. The forum is visible to
learners before or after the start or end date, but they cannot access it.

e Visible with submission restricted before start/end. The forum is visible to
learners before or after the start or end date and they can access it, but they
cannot post new threads or replies. This effectively makes a discussion read-
only.

e Hidden before start/end. The forum is hidden from learners until the start or
end date. Calendar events for Availability Start and Availability End are
hidden until the start or end date. Notifications are also not sent until the start
or end date.

7. Click Save and Close.

Create a discussion topic

Your course can have multiple forums and topics, but you must create a forum before you can
create a topic since all topics belong to forums.

To create a discussion topic

If the updated group discussions interface has been turned on by your administrator:

1. On the navbar, click Discussions.

2. On the Discussions List page, from the New button, click New Topic.

3. From the drop-down list, select the forum you want to put your topic in. If you want to
create a new forum for your topic, click New Forum.

4. To grant everyone access to the topic and restrict learners to only see threads from their
own group or section, under Topic Type, select Group or section topic.
Note: You cannot edit the topic type once you save the topic.

5. Enter your New Topic Details.
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In the Restrictions tab, set the following options:

o Availability options specify when learners can access (or view) a topic based on a
specific date set by you. For example, you can set a date to make a discussion
topic available to learners after the end date for finishing a course module.

e Visible with access restricted before start/end. The topic is visible to
learners before or after the start or end date, but they cannot access it.

e Visible with submission restricted before start/end. The topic is visible to
learners before or after the start or end date and they can access it, but they
cannot post new threads or replies. This effectively makes a discussion read-
only.

¢ Hidden before start/end. The topic is hidden from learners until the start or
end date. Calendar events for Availability Start and Availability End are
hidden until the start or end date. Notifications are also not sent until the start
or end date.

Click Save and Close.

If you are using the default group discussions interface:

1.
2.
3

oo

On the navbar, click Discussions.
On the Discussions List page, from the New button, click New Topic.

From the drop-down list, select the forum you want to place your topic in. If you want to
create a new forum for your topic, click New Forum.

Enter your New Topic Details.

In the Restrictions tab, set the following options:

Availability options specify when learners can access (or view) a topic based on a
specific date set by you. For example, you can set a date to make a discussion topic
available to learners after the end date for finishing a course module.

Locking Options specify if learners can post or reply to a topic based on a specific date
set by you. For example, you can set a date to lock a discussion topic after making it
available, giving learners time to read and understand the discussion topic, but not post
replies. You can also set a date to unlock the topic several days later, allowing learners to
post their well thought out replies.

Note: If the new workflow for setting availability and posting restrictions is enabled, set the
following options:

¢ Visible with access restricted before start/end. The topic is visible to learners
before or after the start or end date, but they cannot access it.

o Visible with submission restricted before start/end. The topic is visible to
learners before or after the start or end date and they can access it, but they cannot
post new threads or replies. This effectively makes a discussion read-only.

o Hidden before start/end. The topic is hidden from learners until the start or end
date. Calendar events for Availability Starts and Availability Ends are hidden until
the start or end date. Notifications are also not sent until the start or end date.

Click Save and Close.
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Create a discussion thread

On the navbar, click Discussions.

Click the topic where you want to create a thread.
Click Start a New Thread.

Enter a subject.

Enter your post.

Set any of the following posting options:

o To keep the thread at the top of the list, select Pin Thread.

e To post anonymously, select Post as Anonymous.

e To receive updates on the thread using your selected notification method, select
Subscribe to this thread.

e To attach afile, in the Attachments area, click Browse to locate the file that you
want to attach.

e To attach an audio recording, in the Attachments area, click Record Audio >
Record. To make adjustments to your microphone selection and volume, click
Flash Settings. To listen to your recording, click Play. To erase your recording,
click Clear. If you have prerecorded audio and are using a supported browser, you
can drag audio files onto the attachments upload target.

e To attach a video recording, in the Attachments area, click Record Video > Allow
> Record. When you finish recording, click Stop. To erase your recording, click
Clear. To add the recording, click Add. If you have pre-recorded video and are
using a supported browser, you can drag video files onto the attachments upload
target.

e To post your thread to more than one topic, click Post to other topics. Click Add
Topics. Select the topics that you want your thread to appear in. To post in every
topic simultaneously, select the Select All check box and then click Add Topics.

7. Click Post. If the topic is moderated, your post does not appear until a moderator
approves it.

ouhwN=~

Edit a discussion forum or topic

Editing a discussion forum gives you the ability to change the forum name, availability and
locking options, release conditions, and group and section restrictions. Editing a discussion topic
gives you the ability to reassign the topic to a different forum, rename the topic, and change the
availability and locking options, restrictions, assessment options, and associated learning
objectives.

N

On the navbar, click Discussions.

2. On the Discussions List page, click the context menu of the forum or topic you want to
edit and click Edit Forum or Edit Topic.

3. Make your changes.

4. Click Save and Close.
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View a discussion topic

If you are viewing a topic from the Discussions tool:

1.
2.

On the navbar, click Discussions.

On the Discussions List page, click on the name of the discussion topic. The properties
of the discussion topic related to availability, locking information, and any other details set
by an instructor, are listed directly below the name of the discussion topic.

From the Filter by drop-down list, select an option, by which you can sort the individual
discussion posts.

If you are viewing a topic from the Content tool:

1.
2.
3

On the navbar, click Content.

Click on a module.

Click on the name of a discussion topic.

Note: You cannot view the properties of the discussion topic when you view the topic
using the Content tool.

From the Filter by drop-down list, select an option, by which you can sort the individual
discussion posts.

Reply to a discussion thread

—_—

On the navbar, click Discussions.
Locate the thread you want to reply to.
Do either of the following:

o To reply to the main thread post, click Reply to Thread.

o Toreply to a particular post inside the thread, or click Reply.

Enter your reply in the Brightspace Editor. To include the original post’s text in your reply,
click the Add original post text link. (If this option is already enabled by your course
administrator, this message will not display.)

Set any of the following options:

e To post anonymously, select Post as Anonymous.

e To receive updates on the thread using your selected notification method, select
Subscribe to this thread.

e To attach a file, in the Attachments area, click Browse to locate the file you want
to attach.

e To attach an audio recording, in the Attachments area, click Record Audio >
Record. To make adjustments to your microphone selection and volume, click
Flash Settings. To listen to your recording, click Play. To erase your recording,
click Clear. If you have pre-recorded audio and are using a supported browser, you
can drag audio files onto the attachments upload target.

e To attach a video recording, in the Attachments area, click Record Video > Allow
> Record. When you finish recording, click Stop. Click Clear to erase your
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recording or Add to add the recording. If you have pre-recorded video and are using
a supported browser, you can drag video files onto the attachments upload target.
Click Post.

Post to a group discussion topic

oubkhwN-~

7.

On the navbar, click Discussions.

On the Discussions List page, select a group discussion topic.

Click Start a New Thread.

From the Post Thread to drop-down list, select All Groups, or a specific group.
Provide a subject and enter your post in the Brightspace editor.

Set any of the following options:

e To receive updates on the thread using your selected notification method, select
Subscribe to this thread.

e To attach afile, in the Attachments area, click Add attachments, click Upload,
and locate the file you want to attach.

e To attach an audio recording, in the Attachments area, click Record Audio >
Record. To adjust your microphone selection and volume, click Flash Settings. To
listen to your recording, click Play. To erase your recording, click Clear. If you have
pre-recorded audio and are using a supported browser, you can drag audio files
onto the attachments upload target.

e To add your post to other topics, click Post to other topics, and then Add Topics.
Select the desired topics and click Add Topics.

Click Post.

Note: If you select the option to post to all groups, the Discussions tool creates a copy of the
thread for each group to access and reply to.

Subscribe to a discussion

To subscribe to a discussion

1.
2.

4.

On the navbar, click Discussions.
Do either of the following:
¢ On the Discussions List page, from the context menu of the forum or topic you
want to receive notifications of new posts for, click Subscribe.
¢ On the View Topics page, beside the thread you want to receive notifications for,
click Subscribe.
In the Customize Notifications pop-up window, select your Notification Method. If you
do not have an email address set up in your user profile to receive notifications, in the
Customize Notifications pop-up window, click the Add an email address in a new
window link. Click the Enable email notifications link, then set your email preferences in
the Email Settings pop-up window. Click Save.
Click Subscribe.
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Unsubscribe from notifications

1. On the navbar, click Discussions.
2. Do either of the following:
e From the context menu of the forum or topic you are subscribed to, click
Unsubscribe.
e Beside a thread you are subscribed to, click Subscribed.
3. In the confirmation pop-up window, click Yes.

Delete discussion forums, topics, threads, and posts

Important: When you delete a post, any replies to that post are also deleted.

1. On the navbar, click Discussions.

2. On the Discussions List page, click the context menu of the forum, topic, thread or post
you want to delete and click Delete, Delete Thread, or Delete Post.

3. To confirm the deletion, click Yes.

Restrict multiple forums or topics to specific groups or sections
To restrict access to Discussions

After you have created groups or sections, you can restrict access to a forum or topic using your
groups or sections. Restricting forums or topics enables you to create discussion areas where
members of a group or section can collaborate on assignments or discuss course materials in
small groups. You can also use create separate forums for specific groups or sections in a
course offering.

1. Click Group and Section Restrictions from the tool navigation.

2. Select your View Options.

3. Inthe Edit Restrictions area, select the Restricted check box for any forum or topic you
want to restrict, then select the check box for any group or section you want to have
access to the forum or topic. To open a forum or topic to everyone, clear the Restricted
check box.

Automatically create restricted topics for groups or sections

You can automatically create a discussion topic for each group or section in a selected category.
Topics get their names from the group or section they associate with.

On the navbar, click Discussions.

From the tool navigation, click Group and Section Restrictions.

Click the Automatically create restricted topics link.

Select a Group or Section Category and the Forum where you want to create your
topics. If you want to create a new forum, click New Forum.

PO~
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Click Create.

Copy a discussion thread with replies

In the Discussions List page, view the discussion topic you want to copy.

From the thread's context menu, click Copy Thread.

In the Copy pop-up window, select the Destination Forum and the Destination Topic
from the respective drop-down menus.

Under Copy Options, select the Copy replies check box.

Click Copy.

Best practices for using Discussions

Ensure that there are discussion topics created for your discussion forum(s)
Forums are used to group topics into predetermined themes, course units, etc. You can
only post in discussion topics. If there are no topics created for a forum, then students will
not be able to participate in discussions.

On the course home page, click Discussions. Make sure that there are topics nested
under the discussion forum. If you do not see topics nested under the discussion forum(s),
you must create topics.

Ensure that discussion forums and topics are not unintentionally hidden

The option to hide a discussion forum or topic is located on the Discussion List page, in
the context menu for each forum or topic. The Hidden icon appears beside any topics or
forums that are currently hidden. Forums and topics can also be hidden on the New
Forum or New Topic page (or the Edit page for existing forums and topics), in the
Restrictions tab's Availability section.

If you selected Hide this [topic or forum], then learners cannot see it. If a discussion
forum has this setting enabled, all of the topics nested under it are also hidden.

Ensure that there are no unwanted date restrictions set for the discussion forum or
topic

Students cannot access topics that fall outside of set date restrictions. If a discussion
forum has date restrictions attached, then all topics nested under it will be hidden outside
of those date restrictions.

The option to set date restrictions is located on the New Forum or New Topic page (or the
Edit page for existing forums and topics), in the Restrictions tab Availability section.
Ensure that the appropriate group restriction settings are applied

If group restrictions are enabled for the discussion forum or topic, then only students
within the group selected can see the discussion.

The option to set group restrictions is located on the New Forum or New Topic page (or
the Edit page for existing forums and topics), in the Restrictions tab of the Group and
Section Restrictions section. Select Restrict this forum to the following groups and
sections to enable group restrictions for a forum or topic.
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Export discussion statistics
To export discussion statistics

You can export statistics to a CSV file and then import the data into a spreadsheet application to
perform further analysis.

On the navbar, click Discussions.

From the tool navigation, click Statistics.

Click Export to CSV File.

Once the file has finished processing, click the file name to download the file.

PO~

Moderating discussions

About locking discussion forums and topics

Locking a topic prevents users from creating new posts or modifying existing posts, making the
conversation read only. Users with permission can modify the contents of a locked topic.
Locking a topic is an effective way of closing a conversation while allowing users to refer back to
posts. Consider locking a topic to end a conversation, then using a pinned summary post inside
the topic. When users access the topic, your summary appears at the top.

You can specify start and end dates for when a forum or topic unlocks so you can set things up
ahead of time to match your course’s calendar.

Lock a discussion forum or topic

To lock a discussion forum or topic

1. On the navbar, click Discussions.
2. From the context menu of the forum or topic you want to lock, click Edit.
3. On the Restrictions tab, choose your Locking Options.

¢ Visible with access restricted before start/end. The forum or topic is visible to
learners before or after the start or end date, but they cannot access it.

¢ Visible with submission restricted before start/end. The forum or topic is visible
to learners before or after the start or end date and they can access it, but they
cannot post new threads or replies. This effectively makes a discussion read-only.

e Hidden before start/end. The forum or topic is hidden from learners until the start
or end date. Calendar events for Availability Start and Availability End are hidden
until the start or end date. Notifications are also not sent until the start or end date.

4. Click Save.
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About hidden discussion forums and topics

Hidden topics do not display on the Discussions List page, except to users with permission to
see hidden forums and topics or to manage discussions. By hiding topics, you can control which
topics users can access at different times throughout the course. For example, you can create
weekly discussion topics for users to reflect on the material covered in each week of the course
and make each topic available for one week only.

You can specify start and end dates for when a forum or topic is visible so you can set up
visibility ahead of time to match your course’s calendar.

Instead of scheduling a topic to disappear as soon as you want the discussion to end, consider
locking the topic at that point and keeping it visible for another few days. This allows users to
review the discussion after it closes so that they don’t miss the last posts added.

Hide a discussion forum or topic

1. On the navbar, click Discussions.
2. From the context menu of the forum or topic you want to hide, click Hide from Users.

About moderated discussion topics

If a topic requires post approval or moderation, posts only appear to users with permission to
approve them. You must manually approve these posts to make them visible to all users. Users
with permission to approve posts in a topic can create approved posts automatically.

You can enable and disable post approval from the Properties tab when creating or editing a
forum or topic. Once you enable post approval, a & Moderated notification appears beside the
forum or topic name.

If a post is not appropriate for the topic and you do not want to approve it, you can do any of the
following:

e Leave the post unapproved.
e Edit the post before approving it.
e Delete the post.

Moderate discussions

You must manually approve posts and threads in topics that require approval. Once you
approve a post or thread, it is visible to all users. To hide the post or thread, you must
unapprove it.

To moderate discussions

1. On the navbar, click Discussions.
2. Do any of the following:
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Beside the post you want to approve, click the Approve Post link.

From the context menu of the post you want to approve, click Approve Post.

To approve all posts in a thread, click Approve All Replies in Thread.

From the context menu of the post you want to unapprove, click Unapprove Post.
From the context menu of the thread you want to unapprove, click Unapprove Thread.

Assessing discussions

Assessment methods available for a discussion

Starting with Brightspace Learning Environment 20.19.09, any grades you enter in Grade Book
for discussion grade items are also synchronized back to Discussions. This change ensures
data consistency between Discussions and Grade Book.

Note: Currently, Discussion grades are not synchronized when the Discussion tool is updated
by the Brightspace API or when Grade Book is exported and imported.

The following calculation methods are available to assess discussions.

Calculation
method

Definition

Average post
score

This calculation method averages all of the post scores included per user.

Maximum This calculation method identifies the highest score of all the post scores included per
post score |user.
Minimum This calculation method identifies the lowest score of all the post scores included per
post score |user.
Mode post  [This calculation method looks at the frequency of scores on posts, then selects the
score - highest occurrence of a score per user. Once it picks the frequency, the system looks to
Highest on  [see if multiple scores occur at that frequency. If not, it assigns that score to the user. If
multiple there are multiple scores with the same frequency, it will choose the highest of those
scores. For example, if a score of 7 occurs 2 times, a score of 8 occurs 3 times, and a
score of 9 occurs 3 times, the system will choose the frequency 3 and the score of 9.
Mode post  [This calculation method looks at the frequency of scores on posts, then selects the
score - highest occurrence of a score per user. Once it picks the frequency, the system looks to
Loweston [see if multiple scores occur at that frequency. If not, it assigns that score to the user. If
multiple there are multiple scores with the same frequency, it will choose the lowest of those

scores. For example, if a score of 7 occurs 2 times, a score of 8 occurs 3 times, and a
score of 9 occurs 3 times, the system will choose the frequency 3 and the score of 8.
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Sum of post
scores

This calculation method sums up all the scores on posts within a topic.

Configure a topic for assessment

1. On the navbar, click Discussions.
2. From the context menu of the topic you want to configure for assessment, click Edit

Topic
3. Inthe

Assessment tab, configure your topic for assessment by doing any the following:

If you want your assessments to count toward the learner's Final Grade, and you
want the learner to see their assessment score and feedback in the Grades tool,
associate the topic to a numeric grade item. Use the Grade Item drop down list to
attach an existing numeric grade item or click New Grade Item to create a new
numeric grade item. Note that you can only associate numeric grade items with
discussion topics.

Give the topic a Score Out Of to evaluate the overall score of the learner's
contributions to the topic.

Click the Add Rubric button to attach one or more existing rubrics, or click the
Create Rubric in New Window link to create a new rubric for the topic. You can
assess one or more rubrics for each learner in the course, and learners can view
completed, published rubrics in Class Progress, Grades, Content, Discussions, and
User Progress.

If you want to score individual posts, select the Allow assessment of individual
posts check box, then select your calculation method to allow assessment of
individual posts in the topic. When this check box is not selected, you can give a
single overall score to the learner for their participation.

If you want to score all the posts within a topic, select the Allow assessment of
individual posts check box, and then select the Sum of post scores calculation
method.

If you select Allow assessment of individual posts, the Include unassessed
posts in the calculated topic score as zero check box becomes available. When
you select this check box, the system automatically assigns a score of zero to
individual posts that you have not yet evaluated, and the overall score for the
learner is calculated from the score of all posts, including those not evaluated with a
score of zero. Selecting this check box does not affect the Sum of post scores
option. If you do not select the Include unassessed posts in the calculated topic
score as zero check box, posts without a score are ignored and do not factor into
the overall score.

4. Click Save and Close.

Align learn

ing outcomes to discussion topics

You can align learning outcomes to discussion topics, enabling you to map discussion topic
activities to a learner's demonstration of learning outcomes in a discussion. By viewing the
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learning outcomes that align to discussion topics, learners can understand what they need to
demonstrate in discussion topic activities.

The Standards tab might be labeled as Competencies, Expectations, Objectives, or
Outcomes, depending on the term you have specified in the
d2l.Languages.Terminology.LearningOutcomes configuration variable.

Note the following:

e To use learning outcomes, your administrator must define a scale for your organization
that measures achievement in a course. For example, achievement levels might include
the following: Does Not Meet Expectations, Meets Expectations, and Exceeds
Expectations. In addition, you must import learning outcomes into a course using
Lessons.

e Adding a rubric to a discussion topic is optional; it is not required for assessing learning
outcomes in a discussion thread.

To align learning outcomes to a discussion topic

1. On the navbar, click Discussions.

2. From the context menu of the topic you want to associate with learning objectives, click
Edit Topic.

3. Click the Standards tab and click Add Standards.

46
© 2022 D2L Corporation. All rights reserved.



D2L

DESIREZLEARN

Edit Topic - Discussion Topic -

Properties Restrictions Assessment Standards

Students are expected to demonstrate the following:

Standards Aligned Directly to This Activity

demonstrate an understanding of the relationship between exponential expressions and logarithmic expressions, %
evaluate logarithms, and apply the laws of logarithms to simplify numeric expressions

Mathematics Owverall Expectation 1

identify and describe some key features of the graphs of logarithmic functions, make connections among the
numeric, graphical, and algebraic representations of logarithmic functions, and solve related problems graphically

Mathematics Owerall Expectation 2

Add Standards

Close

4. Select the check boxes for the learning outcomes you want to directly align to the
discussion topic and click Add.
Note: If a rubric with aligned outcomes is attached to the discussion topic, then the
standards associated with the rubric appear on this tab. Using the Add button directly
aligns learning outcomes to the discussion topic. In the image related to step 3, above,
there are already outcomes directly aligned to the discussion, and not related to the rubric.
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Browse Standards ®

fields 4
12 search results for “fields”
¥ Physics, Grade 12 University Preparation (SPH4U)
[*  Scientific Investigation Skills and Career Exploration

W Gravitational, Electric, and Magnetic Fields

analyse the operation of technologies that use gravitational, electric, or magnetic fields. and assess the technologies' social and
« | |environmental impact

Science Overall Expectation D1

investigate, in qualitative and quantitative terms, gravitational, electric. and magnetic fields. and solve related problems

Solence Overall Expectation D2

demonstrate an understanding of the concepts, properties, principles, and laws related to gravitational, electric. and magnetic fields
«*| | and their interactions with matter

Science Overall Expectation D3

Align Standards Cancel 2 selected

5. Click Close.

The Standards tab display is updated to show the standards which are aligned to the rubric and
associated with this activity using the rubric in comparison to those which are directly aligned to
the discussion topic.

Note: To assess the standards you just aligned to the discussion topic you must do one of the
following:

e Link the discussion to a grade item
e Attach a rubric to the discussion, and evaluate against the rubric

If you don'’t link the discussion to a grade item or evaluate with a rubric, the option to assess the
standards does not appear.

Assessing discussion threads

You can assess discussion threads against learning outcomes aligned to a discussion topic.
This allows you to easily assess learner progress against learning outcomes in Discussions.
Learners can view the results of your assessment, making it easier for them to understand their
progress against a learning outcome, and locate areas for improvement.

When you assess a discussion thread, a section for measuring learning outcomes displays.
Using the scale defined by an administrator, you measure the learner's achievement in each
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learning outcome, for example, Does Not Meet Expectations, Meets Expectations, or Exceeds
Expectations.

After you publish the assessment of the discussion thread, the learner navigates to the
discussion topic and views the assessment.

Note the following:

The d2l.Tools.LearningOutcomes.LoaSuggestions configuration variable must be
turned on to enable achievement suggestions.

To use learning outcomes, your administrator must define a scale for your organization
that measures achievement in a course. In addition, you must import or create learning
outcomes int your course. For more information, see Align learning outcomes to
discussion topics.

The d2l.Languages.Terminology.LearningOutcomes enables you to choose your
preferred terminology for learning outcomes in the Brightspace Learning Environment. By
default, this configuration variable is set to Standards however, other options include
Expectations, Competencies, Objectives, or Outcomes.

Adding a rubric to a discussion is optional; it is not required for assessing learning
outcomes.

Learners cannot view your assessment of learning outcomes in a discussion thread until
you publish it.

Learning Outcomes may be directly aligned to the Discussion topic or may be indirectly
aligned through the Rubric that is being used to evaluate the topic. Assessment of
learning outcomes is available in the Discussion tool regardless of which method is used
to align outcomes to the topic.

To incorporate a word count as part of your assessment of discussion posts, your
administrator can turn on the d2l.Tools.Discuss.TextStats.DisplayWordCount
configuration variable. When turned on, a visual word count becomes visible in the
Brightspace Editor for discussion posts. All words in a discussion post are counted,
including filler words such as “the,” “if,” and “to.” The word count is dynamically displayed
to learners while they type in the Brightspace Editor (Discussions Reading View only) and
it also appears next to posts they have created in the Discussions Reading View and Grid
View. Learners can view the word count for their posts only. For instructors, the word
count appears on the Assessment page during the discussions assessment process and it
also appears inline with the post details in the Discussions Reading View and Grid View.
Instructors can view the word count for all user posts.

Note: To view learner word counts in a non-assessment view (the Discussions Reading
View and Grid View), instructors require the Edit any Post permission. To view learner
word counts in an assessment view, instructors do not require the Edit any Post
permission. Instructors that have permission to assess discussions can see the word
count in that assessment view.

To assess a discussion thread against learning outcomes, see Assess users in discussion
threads.
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Assess users in discussion threads

To assess users in discussion threads

You can assess learners' participation in discussion topics from within threads for topics to
which you've added an assessment. In the Assess Post pop-up, you can view the post you are
assessing, along with any attached rubrics and fields to add in personal feedback.

If your topic is moderated, you must approve posts before you can assess them. To assess
individual posts, you must edit the topic to enable the Allow assessment of individual posts
check box in the Assessment tab.

1.
2.
3.

From Course Admin, click Discussions.
On the Discussions List page, click the topic you want to assess.
Depending on your view settings, do one of the following:

¢ In Reading view, instructors can assess an individual learner while viewing all of a
learner's posts together on one screen. Click the context menu beside a thread
name and select Assess Student.

¢ In Grid view, instructors can select either the thread or reply for a post. Click the
More Actions button and then select Assess to assess the individual learner.

In the pop-up dialog box, do any of the following:

e If assessment of individual posts is enabled and you are in Reading View, enter a
score in the Score column beside each post you want to assess. If assessment of
individual posts is enabled and you are in Grid View, add the assessment in the
Post Score field.

e |f assessment of individual posts is not enabled, enter a score in the Topic Score
field. This score is the assessment you are providing to the learner for participation
in the topic.

e Complete each rubric by choosing a level and entering feedback for each criterion.
The Total calculates automatically based on the rubric criteria, or you can manually
enter the Total and override the calculation. Note that the calculated or chosen Total
is automatically populated in the Topic Score field. To return the Topic Score to the
calculated score from the rubric, click Clear Override.

¢ |[f learning outcomes are aligned to the discussion topic, using the scale defined by
an administrator, assess the learner's progress against each learning outcome. For
example, achievement levels might include the following: Does Not Meet
Expectations, Meets Expectations, and Exceeds Expectations. For more
information, see Assessing discussion threads against learning outcomes.

¢ In the General Feedback field, enter feedback comments.

5. Click Save Draft to retain the assessment results and publish later. Click Publish to

immediately release the assessment results to the learner in Assignments, Discussions,
Grades, Content, and User Progress simultaneously.
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New Discussion Evaluation Experience

The new Discussion Evaluation Experience is part of a redesign of all assessable tools that
includes the New Assignment Evaluation Experience. The new experience allows instructors to
better review and evaluate both discussion topics and individual participants, without changing
their workflow.

Figure: New evaluation experience for Discussions, with posts and evaluation tools displayed
side-by-side.

The New Discussion Evaluation Experience includes the following features:

o The name of the activity, navigation arrows, and learner name and profile card appear in
the header panel at the top.

e The discussion topic and replies appear in the submission panel on the left. The title of the
topic or the reply is a link that will open the post in a new window so you can get an idea
of the context in which the post was made.

e Evaluation tools like Grades, Rubrics, Grading Rubric, and Feedback appear in the
evaluation panel on the right. When you open the Inline Rubric, it expands within the
panel or pops out into a new window for grading.

e You can drag the divider between the submission panel and the evaluation panel to resize
them to suit your preferences and screen size. The divider stays in the same position as
you navigate through your learners' submissions.
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¢ |n adaptive mobile view, the evaluation tools are hidden in a drawer at the bottom of the
screen. Tap the drawer to display the tools.
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Figure: Mobile view of discussion evaluation.

Retract and re-publish assessments of discussions

You can retract published assessments from learner view if you need to re-assess discussion
posts. This option is available for individual users, or you can use the bulk retract and publishing
features for larger numbers of users or the entire class.

1. Navigate to Discussions.

2. From the context menu of the topic you want to assess, click Assess Topic.

3. Select the check-box next to a learner's name and click Publish Feedback, or Retract
Feedback.

Note: Use the Status column to view information on when feedback was published, if a topic
has not been evaluated, or if feedback is currently saved as a draft.

Assign scores to users from the Assess Topic page
To assign scores to users from the Assess Topic page

You can assess users from inside a discussion topic while reading posts, or from the Assess
Topic page. When assessing users from the Assess Topic page, you can see topic scores for
all users and view all of a user’s posts together on one screen.

Assessable topics display an Includes assessment icon beside the topic name on the
Discussions List page. If you select the A moderator must approve individual posts before
they display in the topic setting, you must approve posts in the topic before you can assess
them.

To assess individual posts, you must edit the topic to enable the Allow assessment of
individual posts check box in the Assessments tab.

1. On the navbar, click Discussions.

2. From the context menu of the topic you want to assess, click Assess Topic. If the Score
column is empty on the Assess Topic page, click Manage Columns, select the Score
Value check box, and click Save.

3. Do one of the following:

¢ Inthe Users tab, click Topic Score for the name of the user you want to assess.
¢ Inthe Assessments tab, click the name of the user you want to assess.

4. Inthe Topic Score Details window, do any of the following:

o |f Allow assessment of individual posts is enabled, enter a value in the Score
column beside each post you want to assess.

o If Allow assessment of individual posts is not enabled, assign a value in the
Topic Score to reflect the learner's participation in the whole topic.

e Complete each rubric with a level and feedback for each criterion.

¢ In the General Feedback field, enter any comments that you have.

54
© 2022 D2L Corporation. All rights reserved.



D2L

DESIREZLEARN

5. Click Save Draft to retain the assessment results and publish at a later time. Click
Publish to immediately release the assessment results to the learner in Assignments,
Discussions, Grades, Content, and User Progress simultaneously.

Link a discussion assessment to a grade item
To link a discussion assessment to a grade item

When you link a discussion topic’s score to a numeric grade item in your grade book, your
users’ scores automatically transfer to the grade book. This enables you to factor the topic score
into users’ final grades for the course.

You must publish the score in order for Brightspace Learning Environment to update the grade
item in the grade book. This prevents the display of inaccurate grades before you finish
assessing users. When you publish the topic score, Brightspace Learning Environment updates
the grade item in the grade book, and makes the grade visible to learners in Discussions,
Content, and User Progress. Any additional changes you make to a user’s score automatically
updates in the grade book. Note that you can only link numeric grade items to discussion topics.

1. On the navbar, click Discussions.
2. From the context menu of the topic you want to assess, click Assess Topic.
3. On the Assess Topic page, do one of the following:

e To publish scores for specific users, select the Draft check box in the Status column
beside each user whose score you want to release. Click Save.
e To publish scores for all users, click Publish All Scores. Click Yes.

Link a discussion topic to a learning objective

Associate a topic with learning objectives to measure a user's mastery of skills, abilities, and
knowledge. You can use a rubric to evaluate a user's success at meeting the learning objective.

You must have learning objectives created before you can link them to discussion topics.
1. On the navbar, click Discussions.

2. From the context menu of the topic you want to associate with learning objectives, click
Edit Topic.
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3. Click the Standards tab and click Add Standards.

Edit Topic - Discussion Topic .

Properties Restrictions Assessment Standards

Students are expected to demonstrate the following:

Standards Aligned Directly to This Activity

demonstrate an understanding of the relationship between exponential expressions and logarithmic expressions, ¥
evaluate logarithms, and apply the laws of logarithms to simplify numeric expressions

Mathematics Ohwverall Expectation 1

identify and describe some key features of the graphs of logarithmic functions, make connections among the
numeric, graphical, and algebraic representations of logarithmic functions, and solve related problems graphically

Mathematics Overall Expectation 2

Add Standards

Close

4. Select the check boxes for the learning outcomes you want to directly align to the
discussion topic and click Add.

5. Note: If a rubric with aligned outcomes is attached to the discussion topic, then the
standards associated with the rubric appear on this tab. Using the Add button directly
aligns learning outcomes to the discussion topic. In the image related to step 3, above,

56
© 2022 D2L Corporation. All rights reserved.



D2L

DESIREZLEARN
there are already outcomes directly aligned to the discussion, and not related to the rubric.

Browse Standards *

fields b4
12 search results for “fields”
¥ Physics, Grade 12 University Preparation (SPH4U)
[ Scientific Investigation Skills and Career Exploration

W Gravitational, Electric, and Magnetic Fields

analyse the operation of technologies that use gravitational, electric, or magnetic fields. and assess the technologies' social and
« | |environmental impact

Solence Overall Expectation D1

investigate, in qualitative and quantitative terms, gravitational, electric. and magnetic fields. and solve related problems

Soipnoe Overall Expectation D2

demonstrate an understanding of the concepts, properties, principles. and laws related to gravitational, electric. and magnetic fields
| | and their interactions with matter

Science Overall Expectation D3

Align Standards Cancel 2 selected

6. Click Close.

Assessing discussion topic responses against a learning objective

Discussion topics must have a points-based assessment or be associated with a grade item or
rubric to have the assessment options available.

-_—

On the assessment screen for discussion topics, open the Topic Score or rubric dialog.
2. Under the Standards section of the dialog, select the appropriate level of achievement for
the learner for each standard.

Note: If the rubric used to evaluate the discussion topic is points-based or custom-points
based and the achievement scale has percentage levels defined, or if the achievement
scale levels have been manually mapped to the rubric evaluation levels, then suggested
levels of achievement will be displayed for each of the indirectly aligned outcomes which
is attached to the rubric. The directly aligned outcomes will not have an achievement
suggestion.
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Above Expectation Mueets Expectation N Below Expectation MNeeds Improvement

11 paoints mirimim B peins minimum 5 points minimim [ points minimws

e

Demonstrate command of the comaentions of standard
English grammar and usage when writing or speaking. Apply
the understanding that usage is a matter of convention, can

change over time, and is sometimes contested,, Resohe Supgented: Ackarred
Issues of complex or contested usage, consulting references Mt Yt Achigved Achhived P——
(8. Merriam-Webster's Dictionary of English Usage,

Gamers Modern American Usage] a3 needed.
LAFS.1112L.1.1 - Englih Standard

Demonsirate command of the comventions af sLandard

English capitalization, punctuation, and spelling when Suggested: Ackbeved

writing. Chserve hyphenation conventions., Spell comectly. ot Vet Achisved Achieved Masberad
LAFS.11121.1.2 - English Standard

Demonstrate command of the conventions of standard Suggested: Mastered

English grammar and usage when writing or speaking,
LAFSK12L 1.1 - English Standard

Demonstrate command of the comventions of standard

English capitalization, punctuation, and spelling when Serpgesbed: Achimwed
witing. Mot Vet Achieved Achieved mastered
Publizh Save Draft

3. Click Publish to complete the assessment and make it available to the learner.

Displaying rubric scores on the Assess Topic page

When the Assess with Embedded Rubrics feature is on, the View Options menu becomes
available on the Assess Topic page.

The default option is Show Topic Score. This option displays only the Topic Score links.
Rubrics and rubric scores do not appear on the Assess Topic page. This option provides a
single list of topic scores that instructors can use for visual comparison across learners.
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Jacob Lee Topic Scare: /12

1 thread. O replies

This assessment has been published. Any changes made to the rubric will be immediately visible to learmers. To avoid this,
retract feedback before making changes.

o Exemplary Abeve Expoctations At Expectations Below Expectations Criterion
Citem 4 points 3 points 2 points 1 point Scon
Identify i@ Identified 3 or more Redenti e by two Langibile Identified only one tangibe Mo tangible goals were 174
Tangible tangibis goals. ot paal, ideriifaed
Goals '

Criterion Fesdback -4

This is a good start, but you need at least one more goal to meet the criteria,

Mentify @ Identified nehevant courses Identilied rebevant couries. D mal idontily relevant Mo redevant courses or links bo 274
Course amd Briked with relevant ot did mot fimd redevant courses, but identified ot Rools wers dentilied,
2 ety urkend i o, ool wsed in ol rehnvant tools used in job.
Experiences L
Criterion Fesdback x

You managed to identify the toods used in the job, but you still need to link them to courses.

a Cheacly sl condisity Clearty and concincly Chearly writlen sl 4 o This weie Dol writbion chearty for a4
Technical written wiih no grammar writben, bud 2 or fewer fower grammar ereoes found. conchely, More than 4 grammar
Writing [ ﬂmmml‘wﬂw erndes wire Bourd
Criterion Feedhack x

Well written, but there were minor grammar ermors found.

Figure: The first section of the Assess Topic page includes the rubric against which the
instructor can assess the learner.
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Overall Score

Exemplary Above Expectations - At Expectations Below Expectations
11 podnts mindmum B poirds minimmum S poiris mindmum 0 points. il mum
Excefient work! Be You are maldng great Wiou are moeting expec tations. but there is At this point, you are curmently struggling to mect
sure Lo review all strided. Be sure to rocen Tof nanwing the gags o kiep expeclations. It will be important 1o nesd the: feodtuck
wour Poodback. vt ol Tobdback. impioing. Be sune (o nevhow your Teedbac. all venerle vaikh yolar menbor Lo build a plan for sucoess.
Omaard! Crvaaed Cvvavard? O

Outcomes

0 1.2 Identify and research 3 wide varisty of career fields Suggrstod: Mot Yel Achesvied

and opportunities Arhied Mastered

CD 2.2 Evaluate the environmental fit of a variety of work Suggested: Achicved

settings and roles Mal Yet Achisved Achieved Mastered

CD 3.3 Understand and plan for future educational pursuits Suggeated: Achioved
[graduate school. professional credentials, professional

development, etc) BT A m i
Suggested: Achicvod

i s

Figure: The middle of the Assess topic page includes the overall score and the suggested
achievement levels.

15 1.1 Grammar
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Genral Foodisth

o &= &2 - Paragraph ~ B I U =

¥ % o R OH A

Sort By:| PostDate

Post

Lee: My Expectations - Feb 19 2000 713 PM
Three goals | will achbeve during mry internship:
1. Work with my mentor to design a scheduled plan for réviews
2. Wil get imvolved with a workforce development group within the company
3. Will design a strategy to build my network of peers for future collaboration
Couwrses that will help me identify tools for this job:
« CAD 301

« Communications 401
« Business Trades 201

P—
! 20 per page  w |

Figure: The bottom of the Assess Topic page includes a text field to provide feedback to the
learner and the learner assignment.

The Show All Scores option displays the learners' topic scores and rubric scores. This option
provides the same view as when the Assess with Embedded Rubrics feature is disabled.

Restore deleted discussions

In order to restore deleted forums and topic, you must have the Delete and Restore Forums and
Topics permission enabled. If the forum you restore contains one or more topics, you will be
given the option to also restore the forum's associated topics.

In order to restore deleted threads and posts, you must have the See Deleted Posts permission
and Display deleted posts option on the Settings page enabled. If the post you restore is a reply
to another post, and the other post was also deleted, both posts are restored.

1. On the navbar, click Discussions.
2. Do one of the following:
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o To restore a deleted forum or topic, on the Discussions List page, from the More
Actions button, click Restore. Click Restore beside the forum or topic you want to
restore.

e To restore a deleted thread or post, click the Restore <Thread/Post> link in the thread or
post you want to restore.

Create FAQs for learners

The FAQ (Frequently Asked Questions) tool enables you to provide a list of common questions
with answers that users might have when using Brightspace Learning Environment or accessing
a course. FAQ questions and answers are organized into categories, and all questions and
answers must belong to a category.

We recommend you create categories that group questions and answers by topic, or by similar
contexts in which users often have similar questions. For example, some categories you might
create are General Information, Technical Issues, Assignment Submission Policies, Research
and Citation Style Requirements, and How to Find Grades.

Create an FAQ question

1. On the navbar, click FAQ.
2. Do one of the following:
¢ Click New Question, then select a Category from the drop-down list. If you need to
create a category for the question, click New Category. Enter your category details.
Click Save.
e If you know which existing category you want to place the new question in, from the
context menu of that category, click New Question.
3. Enter your question and answer details.

Create an FAQ category

1. On the navbar, click FAQ.
2. Click New Category.
3. Enter your category details.

Create group work areas for learners

Create group work areas for users with the Groups tool. You can use groups to organize users’
work on projects and assignments, or you can create special work areas for users with different
learning needs.

Users can belong to multiple groups within the same course. For example, each user can
simultaneously belong to a group for class projects, a group for special interest discussions, and
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a group for advanced users. Each group can have its own discussion forums, assignments, and
locker area to work in. You can grade members of groups individually or as a team.

Best practices for setting up groups

Groups have a maximum enrollment of 200 users. If there are more than 200 users in a
course, you can create new group categories; there is no limit on the number of group
categories in a course.
If you want users to see all users and content for a course but be a part of a group for a
specific project or activity, use the Groups tool. However, if you want users to only see
learning materials and users from their own section, use the Sections tool.
To organize users' work on projects and assignments or to create special work areas for
users with different learning needs, use the Groups tool.
Users can belong to multiple groups within the same course, but cannot self-enroll in more
than one group. Instructors can add users to other groups at any time.
For each group, create separate discussion forums, assignments, and Locker areas to
work in.
Grade members of groups individually or as a team.
Before setting up groups, know how you want to organize them. The following factors can
affect how users enroll in groups:

e Setting groups up before or after you've enrolled users.

e Enabling auto-enrollment in groups.

e Enabling randomization of users in groups.

e Enabling self-enrollment in groups.

e The Enrollment Type you choose.
Set up groups after the majority of users enroll in your course. This gives you a better idea
of how many users you are organizing and how many groups you need. Setting up groups
after enrollment can also ensure better distribution of users between groups.
For users to enroll in groups automatically, the Can be auto enrolled into groups
permission must be enabled. Contact your site administrator if you experience difficulties.

What happens when you move users to a new group?

When moving users to a new group

Discussion posts remain in the old group and do not count towards a user’s grade if the forum or
topic is associated with a grade item. The user must satisfy the discussion post requirements in
the new section. You can override a grade using the Grades tool.

Locker files remain in the old group. Users must add any files they want to keep to the new
Locker area themselves.

Assignments submissions submitted for the old group remain with the old group. The user
receives the grade achieved by the new group on any group assignments. You can change the
user’s grade back to the original group’s mark in the Grades tool.
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Best practices for group enroliment

To illustrate best practices for group enroliment, the following scenario includes a class of 185
users.

Your latest assignment requires users to use a software program that is only available in certain
labs which must be booked and supervised. You book 4 labs that can hold 50 users each and
create 4 corresponding groups.

You select the following group options:

e For the Enroliment Type, you select # of Groups and set the Number of Groups to 4.

e You leave both Auto-enroll new users and Randomize users in groups cleared
because new users will not be joining your course and you are not worried about having
an unbiased distribution of users, since group membership will not influence users’
grades.

¢ You select Set up discussion areas and create discussion forums where users can post
and answer questions about the computer software.

e You leave Set up lockers and Set up assignments cleared because you do not want
users collaborating on their projects and you already have your assignments organized.

Note: On the Enroll Users page, if the option is configured, an Advanced Search Options link
displays. Organizations can create their own custom search and enroll page using Brightspace
APIs that opens in a new browser window via this link. Instructors can use this custom search
and enroll page to filter students according to certain criteria, such as age or demographic data,
to determine who to put into each group.

In the following scenario, you have a class of 29 users.

Your latest assignment requires that users research a particular topic, write a report on it, and
hold a seminar for the class. You know that you want users to work in groups of 5, but you want
to give them some flexibility in choosing both who they work with and what topic they work on.

You select the following group options:

e For the Enrollment Type, you select Groups of # - Self Enrollment. You set the
Number of Users per group to 5 and rename each of the 6 groups after the topic the
group will work on.

e You select Set up discussion areas and create discussion topics for each of the groups.
You associate the topics with a grade item and tell users that you expect them to
communicate with each other on their progress and concerns in the discussions topic for
their group. They receive individual grades based on their participation.

e You select Set up lockers and encourage users to save their collaborative work in their
group Locker area.

e You select Set up assignments and create separate assignments for each group's
Research Notes, Report, and Seminar Notes. You associate the assignments with grade
items and assign the same grade to all members of the group.
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Create a group category

To organize and manage related groups, use categories. For example, you can have a category
for Assignment 1, Assignment 2, Seminars, Remedial Help, and Book Reviews.

Important: Groups have a maximum enrollment of 200 users. If there are more than 200 users
in a course, you can create new group categories; there is no limit on the number of group
categories in a course.

Before you create a new set of groups, you must set up a category and create restricted work
areas for the groups.

PON~

o

10.

11.
12.
13.
14.

On the Manage Groups page, click New Category.

Enter a Category Name and Description.

Select an Enrollment Type from the drop-down list.

Depending on the chosen Enroliment Type, enter the Number of Groups to create, the
Number of Users per group, or both.

To apply a distinctive prefix to each group name and code in the category, enter it in the
Group Prefix field. If you do not fill in this field, the prefix defaults to "Group".

Tip: Add the org unit ID to the group code to further distinguish it from other group codes.
To enable this option, ask your administrator to turn on
d2l.Tools.Groups.IncludeOrgUnitldinGroupCode.

Depending on the chosen Enrollment Type, to automatically enroll users to groups,
select Auto-enroll new users.

Depending on the chosen Enrollment Type, to randomly place users in groups, select
Randomize users in groups. If you do not choose this option, users are placed
alphabetically based on the Classlist.

Depending on the chosen Enroliment Type, to make the description of the groups visible
to learners from within their groups, select Make category and group descriptions
visible to group members.

If you select an Enrollment Type that supports self enrollment, to set enroliment
availability times, select the Set Self Enroliment Start Date and/or Set Self Enroliment
Expiry Date check boxes and select dates from the mini calendar field.

If you select Set Self Enroliment Expiry Date, but you want all learners who do not enroll
before the expiry date to be enrolled, you can select Allocate unenrolled users after
Self Enroliment Expiry Date to automatically, randomly and evenly distribute them into
the available groups. This option adds group members beyond the capacity of groups, if
applicable. The automatic enroliment recurs at a set interval after the expiry date to
ensure that all learners are assigned to a group.

Note: Enable the options in the Create Workspace area only after you've customized
your group names. The Discussions areas are then created with the customized group
names right away, and you do not have to edit their names manually later.

Click Save.

To customize individual group names, click the group and enter a new group name.
Click Save.

To set up discussion areas, locker areas, and assignments with the customized group
name, from the category name's context menu, click Edit Category.
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15. In the Create Workspace area, select Set up discussion areas, Set up lockers, and/or
Set up assignments.
16. Click Save.
17. On the Create Restricted Topics page, select the Forum in which you want to create
restricted topics.
18. If you have the new group topic creation feature enabled, do one of the following:
a. If you want instructors to manage each topic individually, select the Create one
topic per group radio button. Learners can only see topics assigned to their group.
b. If you want to enable instructors to manage all activity and assessment from one
topic, select the Create one topic with threads separated by group radio button.
Learners can only see threads from their own group.
19. Click Create and Next.
20. Enter a group discussion Title and Description.
21. Click Create and Next.
22. Click Done.

Note: Assignments can be created on the New Category page by selecting the Set up
assignments check box, and choosing a submission type. When the new category is saved,
you are taken to the Create Assignments page to complete the assignment creation process.

Create a group

Important: Groups have a maximum enrollment of 200 users. If there are more than 200 users
in a course, you can create new group categories; there is no limit on the number of group
categories in a course.

To create a group

On the navbar, click Groups.

On the Manage Groups page, from the View Categories drop-down list, select the
category you want to add a group to.

From the context menu of the category, click Add Group.

If you do not want to use the default name provided, enter a group name.

If you do not want to use the default group code provided, enter a group code.
Enter a description for the group.

Click Save.

N —

Nookow

Group enrollment types
Descriptions of enroliment type options

The following descriptions explain the enrollment type options available when creating a new
category and provide conceptual information on when you should use them.

Important: Groups have a maximum enrollment of 200 users. If there are more than 200 users
in a course, you can create new group categories; there is no limit on the number of group
categories in a course.
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Enrollment ([Description

Type Option

# of Groups —|Selecting this option creates a specified number of groups, for which you can add any
No Auto number of users using the Enroll Users page.

Enroliments

Use this enroliment type when you know how many groups you want to create and
which users you want in each group. Select this option when you have a teaching
model that divides course participants into specific learning levels or when you want to
divide users by skill or interests.

Groups of #

Selecting this option creates the minimum number of groups needed to place users in
groups of a specified maximum size. More groups are created when they are needed
to accommodate users. In the Members column of the Groups table, capacity markers
display in the form x/y, where x is the number of enrolled students and y is the
capacity.

Use this enrollment type when you know how many users you want in each group.
Select this option when you have assignments that require work to be divided between
a specific number of users, or when you can only accommodate a set number of users
in a lab or work area at one time.

If users are enrolled before groups are set up and the Can be auto enrolled into
groups option is enabled, users are added using a brick laying algorithm. For example,
if a maximum group size of 5 users is chosen for a class of 23, then 5 groups are
created. The first user is added to Group 1, the second to Group 2, and so on. The
sixth user returns the enrollment sequence to Group 1. Groups 1, 2 and 3 have 5 users
and Groups 4 and 5 have 4 users. If a new user enrolls later, they are put in Group 4.

If you also enable the Auto-enroll new users option and all of the existing groups
reach their maximum size, new users are added to a new group. Because there is no
way to know how many new users will join, all new users are added to the same group
until it is full. This is called a bucket-filling algorithm because the limits of one group
must be met before creating another group.

If users are enrolled after groups are set up, users are added to groups using a bucket-
filling algorithm because there is no way for the system to determine how many groups
in total are needed. For example, if a maximum group size of 5 users is chosen for a
class in which 23 users eventually enroll, the first five users are added to Group 1, the
sixth through tenth user to Group 2, and so on. After 23 users are enrolled, groups 1-4
have 5 users and Group 5 has 3 users.

If the Can be auto enrolled into groups option is cleared, the minimum number of
groups needed to create groups under the specified size are created with no users
enrolled in them. If no users are enrolled in the course, one group is created. You can
enroll users using the Enroll Users page.

Note: If a learner is unenrolled from a course, and new learners enroll in the course,
and the original learner re-enrolls into the course, the group the original learner was in

will exceed the maximum number of learners. This is done to ensure learners are able
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to maintain the work they contributed to previously. If you would like to maintain a strict
number of learners per group, reorganization of groups after unenroliments and re-
enrollments must be done manually.

# of Groups

Selecting this option creates a specified number of groups.

Use this enroliment type when you know how many groups you want to create, but
want the system to place users in groups for you. Select this option when you want
group membership to be indiscriminate, or when classroom, resource, or teaching
assistant availability restricts the number of groups you can have.

If the Can be auto enrolled into groups option is enabled, users are added using a
brick laying algorithm, regardless of whether they enrolled before or after the groups
were created. For example, if a class has 23 users and 5 groups, the first user is added
to Group 1, the second to Group 2, and so on. The sixth user returns the enrollment
sequence to Group 1. Groups 1, 2, and 3 have 5 users and Groups 4 and 5 have 4
users. If a new user enrolls later, they are put in Group 4.

If the Can be auto enrolled into groups option is not enabled, the specified number
of groups are created with no users enrolled in them. You can enroll users using the
Enroll Users page.

Groups of # —
Self
Enroliment

Selecting this option creates the minimum number of groups needed to accommodate
users in groups of a specified maximum size automatically. Users choose the group
they want to enroll in from the Groups page. In the Members column of the Groups grid
list, capacity markers display in the form x/y, where x is the number of enrolled
students and y is the capacity.

Use this enrolliment type when you know how many users you want in each group, but
you want to allow users to choose their own groups. By default, users cannot self-enroll
in more than one group. Select this option when you want users to choose their groups
based on friendship, learning style, schedules, or geographic location.

If there are no users enrolled in your course at the time of creation, then only one
group is initially created. You can use the Edit Category page to add additional groups.
IAdd additional groups if you want to ensure all users have options when forming
groups.

# of Groups —
Self
Enroliment

Selecting this option creates a specified number of groups, which users enroll in from
the Groups page.

Use this enrollment type when you want to make a specific number of groups available
for users to join. Select this option when you want to organize groups on specific
topics, which users can join based on interest, or for creating groups that are
responsible for specific aspects of a larger project, which users can join based on
knowledge or task preferences. By default, users cannot self-enroll in more than one
group at one time.

# of Groups,
Capacity of #

Selecting this option creates a specified number of groups with a specified number of

enrollments per group. Users choose the group they want to enroll in from the Groups
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— Self
Enroliment

page. In the Members column of the Groups table, capacity markers display in the form
x/y, where x is the number of enrolled students and y is the capacity. Note that you can
increase or decrease the capacity for self-enrollment groups after they have been
created, and prior to the group sign-up expiry date and time. Decreasing a group size
to an amount smaller than has already signed up for a group will not re-allocate users
to other groups, so you must assign those users manually to other groups.

Use this enroliment type when you know how many users you want in each group, you
want to allow users to choose their own groups, and you want each group to have a
maximum number of users. Select this option when you want users to choose their
groups based on areas of interest or responsibility in larger projects, but you want to
limit membership in each group to a certain number of users.

Single user,
member-
specific
groups

Using this option creates a group with a single user where the first name and last name
of the learner is the name of the group. When a new learner is enrolled in the course a
group is automatically created for them.

Select this option when you want to create journal type groups with a single member.

Note: This enrollment type must be enabled by your administrator using configuration
variables. If you are not able to use this option, contact your administrator.

What happens when you delete a group or group category?
When you delete a group, the following things happen:

o |[f you've selected the Auto-enroll new users option, users are automatically distributed in
the remaining groups.

e If groups are set up for manual enrollment, you must add users to the remaining groups
using the Enroll Users page.

e Group discussion forums remain available for reference. You can delete them in the
Discussions tool.

e Group locker areas and the files they contain are deleted.

e group assignments and the files they contain are deleted.

When you delete a category, the following things happen:

e Users are no longer enrolled in groups because they do not exist.

e Group discussion forums remain available for reference. You can delete them in the
Discussions tool.

e Group Locker areas and the files they contain are deleted.

e group assignments and the files they contain are deleted.

Set up self-enrollment in groups

To set up self-enroliment in groups
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Self-enrollment allows users to enroll in groups on their own. Use this option when you want
users to choose their own group members or to be a part of a group on a topic that interests
them.

Important: Groups have a maximum enrollment of 200 users. If there are more than 200 users
in a course, you can create new group categories; there is no limit on the number of group
categories in a course.

Users can self-enroll in groups by clicking the Choose Group link beside the name of a group
category set up for self-enroliment. A link displays at the top of the user’'s Groups page when
self-enrollment is available. By default, users cannot self-enroll in more than one group.
Instructors can add users to other groups at any time.

If a group is full, the Members column displays the total number of group members in red with
"(Full)" beside it. If a learner wants to leave a group that they self-enrolled in before the date and
time specified by the Set Self Enroliment Expiry Date option (if selected), on the My Groups
page, learners can click Leave Group if the option is configured.

Clicking the capacity marker or the total listed in the Members column opens the Group
Members pop-up, which contains a list of current group members. You cannot click empty
groups.

1. On the Manage Groups page, click New Category.

2. Enter a Category Name and Description.

3. Select one of the following options from the Enrollment Type drop-down list:

o Groups of # - Self Enrollment
e # of Groups - Self Enroliment
e # of Groups, Capacity of # - Self Enroliment

4. Depending on the chosen Enroliment Type, enter the Number of Groups to create, the
Number of Users per group, or both.

5. To control self-enrollment availability dates, select the Set Self Enroliment Start Date
and/or Set Self Enroliment Expiry Date check boxes and select dates and times from
the mini calendar field.

6. To associate discussion areas with the groups in the category, select Set up discussion
areas.

7. To associate locker areas with the groups in the category, select Set up lockers.

8. To associate assignments with the groups in the category, select Set up assignments.

9. Click Save.

Restrict a forum or topic to specific groups or sections

Using topic or forum restrictions, you can create discussion areas where members of a group or
section can collaborate on assignments or discuss course material in small teams. You can also
use restrictions to create separate forums or topics for each group or section in a course
offering.

1. On the navbar, click Discussions.
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2. On the Discussions List page, from the context menu of the forum or topic you want to
restrict, click Edit.

3. Inthe Restrictions tab, select the Restrict this <forum/topic> to the following groups
and sections check box.

4. Click Add Groups and Sections.

5. Select the groups or sections you want to add, then click Add.

6. To remove a specific group or section’s access, click the Remove icon for the group or
section.

To open the forum or topic to everyone again, clear the Restrict this <forum/topic> to the
following groups and sections check box.

Enroll course leaders in groups

The way to enroll a course leader into groups depends on whether they have access to all
groups or only select groups. Users should have access to all groups if they are responsible for
mediating, grading, and working on material for the entire class. They should have access to
select groups if they are only responsible for mediating, grading, or working on material for a
particular group.

Add staff that are working with select groups the same way you add users. However, if an
administrator enables the Can be auto enrolled into groups permission, users that lead courses
and assist users (like teaching assistants) are added to groups at the same time as regular
users; this could mean that all or most of your staff end up in the same group. Make sure you
even out enroliment using the Enroll Users page.

1. On the Manage Groups page, click Enroll Users from the context menu of the category
that contains the group (or groups) you want to enroll a user in.

2. Inthe Search For field, search for the user you want to add. To see a list of users that
need to be enrolled, use the Not Enrolled search option.

3. To add users to groups, select the check boxes beside each user's name. Clear check
boxes to remove users from groups.

4. Click Save.

Delete a user from a group

When you delete a user from a group, all of their files remain in the system, including discussion
posts, Assignments submissions, and Locker files.

1. On the Manage Groups page, from the View Categories drop-down list, select the
category containing the groups with users you want to delete.

2. From the context menu of the category, click Enroll Users.

3. On the Enroll Users page, beside the user's name, clear the check box for each group
you want to remove the user from.

4. Click Save.
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Create sub-groups from sections and groups

Instructors can create sub-groups, based on Section or Group enroliment, within the Groups
tool. Instructors can only apply one enroliment restriction to a sub-group.

1. From the course navbar, click Groups.

2. Under Manage Groups, click New Category and complete the category information.

3. Under Restrict Enrollments To, select the relevant group or section. The Group Prefix
field auto-fills based on the selected group or section, but you can edit it before saving.
Note: Sub-groups can only be added once, users cannot create sub-groups of sub-
groups.

4. Click Save.

Enable additional identifiers for learners

Instructors can differentiate between duplicate learner names by displaying the username or Org
Defined Id beside a learner's name. Instructors can enable this option in both the Manage
Groups and Manage Sections tools.

Ensure that the View User's Org Defined IDs Users permission and the See Usernames User
Information Privacy permission are enabled.

1. From the Manage Groups or Manage Sections page, click Settings.
2. From User Details, ensure Username and Org Defined ID are selected to enable the
corresponding user detail.

Create a group thread in an existing topic

Instructors can associate existing discussion topics to a new group or section during the group
or section creation process. In addition, instructors can associate existing discussion topics to
groups or sections not associated with any other discussion topic. Note that users can only
associate existing discussion topics that have no existing discussion posts.

Ensure that Course has sections is turned on in Course Offering Information.

Navigate to Groups.
Click New Category.
From the Additional Options drop-down menu, select Set up discussion areas.
Select one of the following:
o Create a new topic, for creating a new topic to restrict with this group category.
o Attach to existing topic, for creating a group-restricted thread in an existing topic.
This is only available for empty topics without previous group restrictions or posts.
5. Click Save.

pPONM~
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Assign learners to seats representative of your classroom

Seating charts provide a visual representation of your classroom seating arrangement. You can
activate and deactivate seats to mimic the physical layout of your class and assign learners
permanent spots in the chart.

Using the seating chart, you can view and track learner performance, attendance, and
participation for your course and group events on a session-by-session basis. You can also
monitor response rates of learners when they are called on in class unsolicited (also known as a
cold call).

Seating Chart integrates with both the Locations and Calendar tools. Because seating charts are
dependent on Locations, you must first create or activate a location with a layout before you can
create any seating charts.

What is a seating chart cold call?

The cold call feature tracks the number of times you request a response or comment from a
learner in class who has not volunteered to participate.

When you mark a learner who has been cold called during the session, the Cold Call icon
appears beside the learner's name. This helps you track users you have called on in sessions.

Create a seating chart
To create a seating chart

Before you can create a seating chart for your course, you must have existing locations and
associated layouts set up. If you are unable to add or edit locations and layouts, contact your
administrator as you may not have the necessary permissions.

You can create seating charts for any group or section in your course.

1. On the navbar, click Seating Chart.
2. Click Create a Chart.
3. Enter your chart details.

Assign a seat to a learner

The options for assigning users to seats are only available when setting up the seating chart;
after a session launches, these options lock. Any changes made to the seating chart after a
session launches apply only to future sessions. All seat assignments and changes to seating
charts save automatically.

On the navbar, click Seating Chart.

Click a seating chart.

Click a session for the seating chart.

To assign seating from the seating chart view, by do any of the following:

PO~
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e Drag-and-drop course participants one by one to assign or swap seats.
¢ To randomly place all unassigned learners on the seating chart at once, or to assign
them specific locations in the chart (for example, bottom left), click Assign All.
e To assign seats individually, from the context menu of each unassigned learner,
click Assign User.
5. To remove all learners from the seating chart, from the More Actions button, select
Remove All.
6. To randomize seat assignments, from the More Actions button, select Randomize.

What is a seating chart session?

When you add an event to a seating chart with a location, it is called a session. You can track
attendance and participation for sessions and make learner-specific comments.

You can access sessions from the Calendar tool and the Seating Chart tool.

You can set a positive threshold (the target participation score expected from learners in a
session) and a negative threshold (the minimum score learners need to exceed to pass the
session's participation requirements) for your sessions by clicking Settings in the Seating Chart
tool.

When you click a session, it starts automatically and remains in progress until you click Set
Session Completed. This locks the attendance, participation tracking, and comments that you
enter for the session.

The following are possible session statuses that can display beside seating charts:

Status Description

Launched/No |attached to them, display no icons beside their seating chart name.
Session

Not Seating charts with sessions that have not been launched, or that do not have sessions

In Progress _ . . . [ ] . .
Seating charts with sessions in progress have an In Progress icon beside the

seating chart name.

Complete

session attained.

Seating charts with complete sessions have a box ( 23 ) where the number indicates
the participation score for the session and the color indicates what threshold value the

Seating Chart uses color coding when viewing a session to help distinguish learner progress:

Color |Learner progress

Green |Indicates learners who are achieving or exceeding the positive threshold value.
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Yellow |Indicates learners who are below the positive threshold value, but are equal to or above the
negative threshold value.

Red Indicates learners who are below the negative threshold value.

Create a session in seating chart
To create a session in seating chart

Before you begin: If the location you select does not have a seating chart associated with it, to
create one, click Create a Chart. After the seating chart is complete, click Save to close the
window. The new seating chart should appear in the drop-down list. If you do not see it, click the
CRefresh Seating Chart List icon.

To create a session, associate a seating chart with an event.

Access the Calendar tool for your course.

Click Create Event.

Enter details of the event.

Select a location. The drop-down list displays only active locations.
Select the seating chart you want to use for the location.

Click Create.

SR WN -~

Track session attendance and participation

You can use sessions to track learner attendance and participation during lectures. You can
also add, edit, and delete user-specific comments during sessions. All changes save
automatically inside sessions.

On the navbar, click Seating Chart.

Click a seating chart.

Click a session for the seating chart.

Click the user you want to track from the session seating chart.

Do one of the following:

e To mark a user present, click Present.
e To mark a user absent, from the Absent button, select Unexcused Absence or
Excused Absence.

6. If you mark a user as present, adjust their Participation and Cold Call scores using the
Less and More icons. You can award negative scores for participation, but not for cold
calls.

7. To give personalized session feedback, click Add Comment.

8. Click anywhere outside the user's session summary to return to the session.

abon-~
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Manage the locations and layouts for course events

Use the Locations tool to manage the locations and layouts that are available for Calendar
events and seating charts in your organization.

What are locations and layouts?

Locations are used in Calendar events and seating charts. Use locations to inform your students
where an event or class session is occurring.

Layouts are used in seating charts. You can configure a layout by toggling seats on or off to
mimic your classroom environment.

Set a location as active or inactive

Locations are inactive by default. You cannot create a seating chart for an inactive location or
associate an inactive location with Calendar events.

1. On the navbar, click Locations.

2. On the Locations page, select the check box beside the name of the location you want to
make active or inactive.

3. Click Set Active or Set Inactive.

Reset a layout

If you have customized layouts for individual courses, you can revert a layout to the original
layout set by the organization.

1. On the navbar, click Locations.
2. On the course level Locations page, click the layout that you want to reset.
3. From the More Actions button, click Reset Layout.

Add a location to calendar events

The Locations tool integrates with Calendar, enabling you to add locations to events you create
in the calendar for a specific course or for the organization. Use this functionality to quickly and
easily notify students where events are taking place. When a calendar event has an associated
location, the location appears in the event information.

Locations must be active to add them to events. If you have the appropriate permissions, you
can activate locations when you create events in the Calendar tool by clicking the Manage
Locations link.

1. Access the Calendar tool.
2. Click Create Event.
3. Enter the details of the event.
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4. Inthe Location section, do one of the following:

e Select a location from the drop-down list. All active locations are available to associate
with the event.

e Select the Custom option from the drop-down list. Enter the name of the location for your
event in the adjacent field.

e If there are no active locations and a drop-down list is not available, enter the name of the
location for your event in the field provided.

Divide your class into sections to manage large classes

Use the Manage Sections tool to divide your class into sections and help manage large
enrollments. Sections make it easier to organize assistants, assignments, and grades.

When sections exist for a course, users only see learning materials and users from their own
section. If you want users to see all users and content for a course, but be a part of a group for a
specific project or activity, use the Groups tool.

What is the difference between Sections and Groups?

When Sections exist for a course, users only see learning materials and users from their own
section. If you want users to see all users and content for a course, but be a part of a group for a
specific project or activity, use the Groups tool.

Considerations when setting up Sections

Scenario Use

'You know how many users [Sections of # - Creates an unlimited number of sections with a maximum
you want in each section |number of users in each section.

'You offer a course thatis [Sections of # - You can begin the course when enough users enroll to fill
always available a section.

You don't know how many [Sections of # - Ensures each section is of a manageable size.
users are going to enroll in

advance

'You know how many # of Sections - Creates a specified number of sections with an unlimited
sections in total you will number of users in each section.

create

'You know how many # of Sections - Creates a specified number of sections.

assistants you have to
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assist with grading and
tutorials

You have specific
classroom hours available
to you

# of Sections - Creates a specified number of sections.

'You are using a teaching
model that divides users
into sets of learning levels

# of Sections - Creates a specified number of sections.

'You don't want to manually
add new users to sections

Auto-enroll new users - Automatically adds new users to the section with
the least users, or to a new section once the maximum size of all existing
sections is met.

If you choose the Sections of # option you might end up with a section
that has only one or a few members in it. Click Enroll Users to manually
change section enrollment and add users to full sections.

'You don't want users to be
added to sections based
on alphabetical order

Randomize users in sections - Add users to sections based on a
random order.

Create or add more Sections

To create or add more Sections

If your course does not have any Sections yet, the Create Sections button appears on the
Manage Sections page. Clicking the Create Sections button allows you to define section
properties at the same time as you create them. If you are adding Sections to a course with
existing Sections, the Add Section button appears on the Manage Sections page instead. The
Add Section button allows you to quickly add more Sections with pre-defined properties. To edit
the properties of existing Sections, click the Edit Overall Section Properties link.

akronN=

On the navbar, click Course Admin.

In the Learner Management area, click Sections.

On the Manage Sections page, click Create Sections.

From the drop-down list, select an Enroliment Type.

Enter information in the Number of Sections field or the Number of Users field

depending on the Enrollment Type chosen.

No

To enroll new users automatically, select Auto-enroll new users.
To enroll users in sections randomly, select Randomize users in sections. If you don’t
select this check box,

users enroll in sections alphabetically.

8. To create section-specific discussion topics inside a forum, select Set up discussion

areas.

If you select Set up Discussion areas when creating sections, you are automatically
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taken to the Create Restricted Discussion Areas page. On this page, you can create a
separate topic for each section within an existing or new forum, complete with
automatically configured restrictions for each section.

9. Click Create.

Create a section thread in an existing topic

Instructors can associate existing discussion topics to a new group or section during the group
or section creation process. In addition, instructors can associate existing discussion topics to
groups or sections not associated with any other discussion topic. Note that users can only
associate existing discussion topics that have no existing discussion posts.

Ensure that Course has sections is turned on in Course Offering Information.

Navigate to Sections.
Click Create Sections.
From the Additional Options drop-down menu, select Set up discussion area
Select one of the following:
o Create a new topic, for creating a new topic to restrict with this group category.
e Attach to existing topic, for creating a group-restricted thread in an existing topic.
This is only available for empty topics without previous group restrictions or posts.
5. Click Create.

PN~

Edit properties of all existing Sections

On the navbar, click Course Admin.

In the Learner Management area, click Sections.
Click the Edit Overall Section Properties link.
Make your edits.

Click Save.

abronN=

What happens when you delete Sections?

Deleting a section unenrolls users from the section, but not the classlist. You must manually add
those users to remaining Sections.

Section-specific discussion topics remain available for reference if a section is deleted. Use the
Discussions tool to delete unnecessary forums and topics.

Enroll students in Sections
To enroll students in sections

The enroliment options you chose while creating Sections determine how users enroll into
Sections. When you are enrolling users you can manually change which section users are
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enrolled in, search for users without a section enrollment, or manually enroll users into a section
that has exceeded the enrollment limit.

1. On the Manage Sections page, click Enroll Users.

2. From the Display drop-down list, select a section.

3. To find a specific user or do a blank search to view all users, use the Search For field. To
find users that still need a section, select the Not Enrolled check box.

4. Modify users' section assignments as needed.

5. Click Save.
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About D2L

A global leader in EdTech, D2L is the creator of Brightspace, the world’s first integrated learning
platform.

The company partners with thought-leading organizations to improve learning through data-
driven technology that helps deliver a personalized experience to every learner, regardless of
geography or ability. D2L’s open and extensible platform is used by more than 1,100 clients and
almost 15 million individual learners in higher education, K-12, healthcare, government, and the
enterprise sector—including Fortune 1000 companies.

The company has operations in the United States, Canada, Europe, Australia, Brazil, and
Singapore. www.D2L.com

Contact Us

Phone: 1.519.772.0325 (Worldwide)

Toll Free: 1.888.772.0325 (North America)
0.808.234.4235 (United Kingdom and Europe)
0.800.452.069 (New Zealand)
1.800.656.210 (Australia)
0.800.891.4507 (Brazil)

Fax: 1.519.772.0324

Email: info@brightspace.com

Twitter: @Brightspace

\Web: www.D2L.com

© 2022 D2L Corporation.

The D2L family of companies includes D2L Corporation, D2L Ltd, D2L Australia Pty Ltd, D2L
Europe Ltd, D2L Asia Pte Ltd, and D2L Brasil Solucbes de Tecnologia para Educacao Ltda.

Brightspace, D2L, and other marks ("D2L marks") are trademarks of D2L Corporation, registered
in the U.S. and other countries. Please visit d2|.com/trademarks for a list of other D2L marks.
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