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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	

October	6,	2016	 • Added	Share	awards	with	other	courses	topic.	

• Added	Restore	a	deleted	grade	item	topic.	

• Added	
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The	content	in	this	guide	is	applicable	to	the	most	recent	version	of	Brightspace	Learning	Environment	unless	otherwise	
noted.	
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Learners	use	the	Assignments	tool	to	upload	and	submit	assignment	submissions	to	assignment	submission	folders	in	
Brightspace	Learning	Environment,	eliminating	the	need	to	mail,	fax,	or	email	their	work	to	instructors.	 	

Instructors	use	the	Assignments	tool	to	see	users’	submission	times,	download	assignment	submission	folders	to	their	
computer,	view	submissions	on	the	Evaluate	Submission	page,	associate	assignment	submission	folders	to	rubrics	and	
competencies,	and	return	submissions	with	grades	and	feedback.	 	

In	the	Folder	Submissions	area,	instructors	can	view	users'	submissions	and	submission	dates,	eliminating	the	need	to	
collect	assignments	and	making	it	easy	to	track	when	files	were	submitted.	 	

Instructors	can	create	categories	to	group	and	organize	assignment	submission	folders.	They	can	also	restrict	access	to	
assignment	submission	folders	by	date	and	time,	group	membership,	or	special	access	permissions.	 	
 

?%)& , A # B+ , &<(+' ,) "+ , ':((1"&+C , #. ,='' #$.2+.&'@ ,

The	following	file	formats	are	compatible	with	the	Assignments	document	viewer:	

Extension	 File	Type	 Notes	

HTM,	HTML,	MHT,	MHTML	 Web	document	 Brightspace	Learning	Environment	strips	the	
<title>	tag	and	text	within	the	tag	from	user	
created	web	documents	

RTF,	PPT,	PPS,	PDF,	DOC,	DOCX,	PPTX,	XML,	
XLS,	TXT,	WPD	

Text	document	 	

JPG,	JPEG,	PNG,	GIF,	BMP,	TIF,	TIFF	 Image	 	

SWF,	MPG,	MPEG,	RM,	MP3,	MP4,	M4V,	M4A,	
AVI,	WAV,	RAM,	ASF,	MOV,	RA	

Media	 The	extensions	MP4,	M4V,	and	M4A	allow	users	to	
drag	entire	albums,	video	podcasts,	and	movies	
from	iTunes	
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Organize	your	assignment	submission	folders	into	categories	to	make	it	easier	for	users	to	navigate	to	the	appropriate	
folder.	For	example,	you	can	create	separate	categories	for	course	units,	summative	projects,	bonus	assignments,	and	
individual	submissions.	Your	new	category	will	appear	on	the	Assignment	submission	folders	page	only	if	there	are	
assignment	submission	folders	associated	with	it.	

1. On	the	navbar,	click	 	 Assignments.	

2. On	the	Assignment	Submission	Folders	page,	click	New	Submission	Folder.	

3. In	the	Folder	Properties	area,	click	the	New	Category	link.	

4. Enter	a	name	for	your	category.	 	

5. Click	Save.	
 

8"+)&+ ,). ,)'' #$.2+.& , ':>2#'' #1. , A1 BC+" ,

1. On	the	navbar,	click	Assignments.	

2. On	the	Assignment	Submission	Folders	page,	click	New	Submission	Folder.	

3. Enter	a	Name.	

4. Select	a	Folder	Type.	Group	submission	folder	enables	you	to	have	one	submission	per	group,	but	you	must	
associate	the	folder	with	a	Group	Category.	Any	group	member	can	submit	and	view	files	for	a	group	assignment	
submission	folder.	

5. Do	any	of	the	following:	

• To	associate	the	assignment	submission	folder	with	a	category,	select	a	Category	or	click	New	Category.	

• To	associate	the	assignment	submission	folder	with	a	grade	item	in	your	grade	book,	select	a	Grade	Item,	
or	click	New	Grade	Item.	Note	that	only	numeric	grade	items	can	be	associated	with	assignment	
submission	folders.	 	

• To	assign	a	score,	enter	a	value	in	the	Out	Of	field.	If	there's	also	an	associated	grade	item,	maintain	
consistency	by	matching	the	value	of	the	Out	Of	field	to	the	grade	item's	Max.	Points	value.	

• To	change	the	display	settings	for	the	folder's	grade	item,	click	the	Student	View	Preview	context	menu,	
then	Edit	Display	Settings.	

• To	associate	a	rubric	to	the	folder,	click	Add	Rubric,	or	Create	Rubric	in	New	Window.	

• To	provide	instructions	to	users,	in	the	Instructions	rich	text	field,	enter	your	instructions.	

• To	allow	learners	to	add	the	folder	to	their	ePortfolio	as	artifacts,	select	Allow	users	to	add	this	folder	to	
their	ePortfolio.	

• To	add	attachments,	in	the	Attached	Files	area,	click	any	of	the	buttons.	

• To	change	submission	options,	expand	Show	Submission	Options	and	select	the	appropriate	settings.	

6. Click	Save.	
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Release	conditions	allow	you	to	associate	an	assignment	submission	folder	with	other	items	in	Brightspace	Learning	
Environment.	For	example,	you	can	require	that	users	meet	some	criteria,	such	as	reading	a	set	of	lecture	notes	in	
Content,	before	they	can	submit	their	work	to	an	assignment	submission	folder.	You	can	also	make	submission	to	the	
assignment	submission	folder	a	criterion	for	accessing	another	item,	such	as	a	quiz.	

1. On	the	navbar,	click	 	 Assignments.	

2. On	the	Assignment	Submission	Folders	page,	from	the	context	menu	of	the	assignment	submission	folder	you	

want	to	set	release	conditions	for,	click	 	 Edit	Submission	Folder.	

3. In	the	Restrictions	tab,	in	the	Release	Conditions	area,	do	one	of	the	following:	 	

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

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

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

5. Click	Save	and	Close.	
 

=CC ,'(+* #) B ,)**+'' , &1 ,). ,)'' #$.2+.& , ':>2#'' #1. , A1 BC+" ,

Special	access	permissions	allow	you	to	set	different	availability	dates	and	times	for	specific	users.	For	example,	you	
could	extend	the	deadline	for	users	who	require	remedial	help	or	who	are	submitting	work	beyond	the	original	scope	of	
the	assignment.	You	can	also	add	special	access	after	an	assignment	submissions	folder’s	end	date	has	passed	for	users	
who	have	a	legitimate	excuse	for	missing	the	deadline	or	for	users	you	want	to	submit	additional	material,	such	as	
planning	notes	or	a	bibliography.	 	

1. On	the	navbar,	click	 	 	5 . 
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7. Click	Save	and	Close.	
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If	you	delete	a	category	that	contains	assignment	submissions	folders,	the	assignment	submissions	folders	will	appear	
in	the	No	Category	section	of	the	Folder	list.	

1. On	the	navbar,	click	 	 Assignments.	

2. On	the	Assignment	Submission	Folders	page,	do	one	of	the	following:	

• To	reorder	categories	and	folders,	from	the	More	Actions	button,	click	 	 Reorder.	Use	the	Sort	Order	
drop-down	lists	to	change	the	order	in	which	your	categories	and	folders	display.	Click	Save.	

• To	edit	a	category,	click	its	 	 Edit	icon.	Make	your	changes	and	click	Save.	

• To	edit	a	folder,	from	its	context	menu,	click	 	 Edit	Submission	Folder.	Make	your	changes	and	click	
Save	and	Close.	

• To	delete	a	category,	click	its	 	 Delete	icon.	Click	Delete.	

• To	delete	a	folder,	from	its	context	menu,	click	 	 Delete	Folder.	Click	Delete.	
 

E+'&1"+ ,C+ B+ &+C ,)'' #$.2+.& , ':>2#'' #1. , A1 BC+"' ,

If	your	assignment	submission	folder	has	availability	dates	associated	with	it,	when	you	restore	the	folder,	you	also	
restore	its	dates	in	the	Calendar	tool.	

1. On	the	navbar,	click	 	 Assignments.	

2. On	the	Assignment	Submission	Folders	page,	from	the	More	Actions	button,	click	 	 Event	Log.	

3. For	every	folder	you	want	to	restore,	click	the	Restore	button.	
 

D+& ,)0) # B)> # B # & < ,).C ,C:+ ,C)&+' , A1 " ,). ,)'' #$.2+.& , ':>2#'' #1. , A1 BC+" ,

1. On	the	navbar,	click	 	 Assignments.	

2. On	the	Assignment	Submission	Folders	page,	from	the	context	menu	of	the	folder	you	want	to	set	availability	and	

due	dates	for,	click	 	 Edit	Submission	Folder.	

3. In	the	Restrictions	
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The	Evaluate	Submission	page	enables	you	to	evaluate	and	leave	feedback	for	user	submissions.	It	contains	two	main	
sections:	the	Submissions	List	panel	and	the	Evaluation	panel.	Use	the	Evaluation	panel	to	grade	and	provide	comments	
on	submissions.	

If	you	make	evaluations	directly	on	the	Evaluate	Submission	page,	you	can	publish	feedback	immediately	or	save	your	
feedback	as	a	draft	and	release	it	at	a	later	time.	This	enables	you	to	revise	and	review	evaluations,	and	publish	your	
feedback	to	multiple	users	at	the	same	time.	You	also	have	the	option	to	retract	published	feedback	if	you	want	to	
provide	an	update	to	past	evaluations	but	only	want	learners	to	access	your	most	recent	feedback.	You	can	also	
annotate	users'	web	and	plain	text	file	submissions	with	the	HTML	Editor	and	attach	those	annotations	as	part	of	
feedback.	

If	you	use	rubrics	to	assess	submissions,	you	can	append	the	overall	rubric	feedback	to	the	Submission	Feedback	field.	If	
the	rubric	uses	points,	you	can	also	scale	and	transfer	the	overall	rubric	score	to	the	Submission	Score	field.	Both	of	
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Turnitin	is	a	cloud-based	solution	with	capabilities	in	originality	checking	and	online	grading	through	the	use	of	their	
OriginalityCheck	and	GradeMark	tools.	Turnitin	saves	instructors	time	and	facilitates	personalized	feedback	for	
learners.	 	

OriginalityCheck	enables	you	to	monitor	Assignment	submissions	and	identify	potential	cases	of	plagiarism	by	
automatically	comparing	submissions	to	an	online	database	of	original	content.	You	can	then	view	Originality	Reports	
which	highlight	key	areas,	show	a	breakdown	of	matching	sources,	and	provide	direct	links	to	the	matching	content.	

You	can	also	take	advantage	of	the	integrated	GradeMark	which	enables	you	to	add	comments,	inline	text,	and	
highlight	sections	in	file	submissions,	directly	from	the	Assignments	tool.	

OriginalityCheck	and	GradeMark	features	are	enabled	through	integration	with	Turnitin	from	iParadigms,	LLC.	For	more	
information	about	these	features,	see	Turnitin	Integration	on	Brightspace	App	Finder	
(https://appfinder.brightspace.com/).	

Note:	The	use	of	Turnitin	combined	with	the	special	access	features	in	the	Assignments	tool	is	not	supported.	If	you	set	
a	due	date	for	a	user	with	special	access	that	is	different	than	the	due	date	set	on	the	Turnitin	tab,	the	Turnitin	due	
date	does	not	change.	
 

/.)> B+ ,K:". # & #. , A1 " ,). ,)'' #$.2+.& , ':>2#'' #1. , A1 BC+" ,

In	order	to	enable	Turnitin	for	an	assignment	submission	folder,	make	sure	your	administrator	has	done	the	following	
first:	

• Activate	Turnitin	OriginalityCheck	for	your	org	unit	by	configuring	the	variables	in	d2l.3rdParty.Turnitin.LTI	in	
Config	Variable	Browser.	 	

• Map	IMS	roles	for	users	in	IMS	Configuration.	

Then,	do	the	following:	

1. On	the	navbar,	click	Assignments.	

2. On	the	New	Folder	or	
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• When	you	copy	course	components	from	one	course	to	another,	confirm	that	all	settings	are	configured	(see	
"Enable	Turnitin	for	an	assignment	submission	folder"	on	page	18)	for	the	Turnitin-enabled	assignment	
submission	folders	in	the	new	course.	

• If	you	want	learners	to	see	instructions	on	the	Submit	Files	
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• Rich	text	(RTF)	

• Plain	text	(TXT)	
 

K"1:> B+'%11& #.$ O , P , '++ ,). ,)'' #$.2+.& , ':>2#'' #1. , '%1H#.$ ,). , # *1. , &%)& , ')<' F , Q=. ,1" #$ #.) B # &< , "+(1"& ,

*1: BC ,.1& ,>+ ,$+.+")&+C , A1 " , &% # ' , A # B+ Q 5 ,

If	there	are	no	other	details	in	the	icon's	message	text,	such	as	the	file	is	not	a	supported	type	or	does	not	include	
enough	text,	the	generic	error	indicates	an	issue	transferring	the	file	to	the	Turnitin	server.	For	assistance	with	
troubleshooting,	contact	D2L	Support.	
 

=H)"C',

=>1:&,=H)"C',
The	Awards	tool	enables	instructors	to	provide	merit-based	awards	to	students.	There	are	two	types	of	awards:	Badges,	
and	Certificates.	

Badges	are	awarded	based	on	any	criteria	determined	by	the	instructor.	They	are	meant	to	provide	digital	markers	that	
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4. Enter	a	name	and	description	for	the	new	award.	

5. Select	an	award	type	from	the	drop-down	list.	

6. Select	the	appropriate	check	boxes	to	indicate	if	you	want	the	award	to	be	available	to	other	award	managers,	and	
where	it	is	available	within	the	org	structure.	

7. Select	the	expiry	options:	

• If	the	award	will	not	expire,	select	Never.	Examples	of	awards	that	never	expire	are	certificates	of	merit	for	
passing	a	course,	or	badges	for	perfect	attendance.	

• If	the	award	will	expire	on	a	specific	date,	select	Fixed	date
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You	can	view	the	awards	that	you've	granted	for	all	students	in	the	classlist	for	a	course.	 	

1. From	within	a	course,	click	Awards	on	the	navbar.	

2. Click	Classlist	Awards.	

3. Click	All,	Badges,	or	Certificates	to	filter	the	awards	that	appear	in	the	list.	

4. Select	the	sort	order.	

5. Review	the	Classlist	and	associated	Course	Awards.	
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Although	you	can	create	multiple	activities,	learning	objectives,	and	competencies	within	a	competency	structure,	the	
most	fundamental	structure	must	contain	at	least	one	competency,	one	learning	objective,	and	one	activity.	 	

If	you	share	a	competency	structure	with	a	child	org	unit,	the	child	org	unit	must	be	associated	with	its	own	activities	
since	activities	cannot	be	shared	between	org	units.	 	
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When	you	create	a	complete	competency	structure	you	must	first	create	the	elements	that	make	up	the	structure	and	
associate	those	elements	together.	Associated	elements	have	a	parent-child	relationship.	For	example,	if	an	activity	is	
associated	with	a	learning	objective,	the	activity	is	the	child	and	the	learning	objective	is	the	parent.	 	

If	you	want	to	create	more	complex	structures	(for	example,	a	learning	objective	associated	with	two	competencies	in	
different	levels	of	a	nested	structure),	consider	creating	all	of	your	elements	first	before	adding	parent-child	
relationships.	

You	can	create	the	following	element	associations:	 	

Element	 Parents	 Children	

	 Competency	 Other	competencies	 • Learning	objectives	

• Other	competencies	

	 Learning	Objective	 • Competencies	

• Other	learning	objectives	

• Activities	

• Other	learning	objectives	

	 Activity	 Learning	objectives	 	
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You	can	nest	competencies	and	learning	objectives	by	adding	a	parent-child	association	between	competencies	or	
between	learning	objectives.	 	

If	you	have	one	learning	objective	that	is	very	broad	in	scope,	dividing	it	into	simpler	learning	objectives	and	nesting	
them	beneath	it	allows	users	to	complete	the	learning	objective	in	smaller	parts.	This	might	also	provide	a	more	
detailed	view	of	the	experiences	involved	to	achieve	the	overall	learning	objective.	 	

Nested	competencies	are	ideal	if	competencies	are	prerequisites	for	achieving	an	overarching	competency.	For	
example,	if	you	want	to	distinguish	multiple	levels	of	proficiency,	a	user	might	complete	a	basic	level	proficiency	
competency	by	achieving	two	learning	objectives,	then	complete	an	intermediate	level	proficiency	competency	by	
completing	two	more	learning	objectives.	 	

If	users	can	view	competencies,	nested	competencies	are	displayed	individually	and	also	within	their	parent-child	
associations.	 	

	

Figure	2:	An	example	of	nested	competencies	in	a	competency	structure	
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Separate	competency	structures	in	the	same	org	unit	overlap	if	they	contain	the	same	competencies,	learning	
objectives,	or	activities.	This	is	ideal	for	elements	that	are	relevant	to	completing	multiple	competency	structures.	 	

	

Figure	3:	An	example	of	overlapping	competency	structures	
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The	Competencies	interface	has	two	different	views:	standard	and	advanced.	

The	advanced	view	contains	a	navigation	pane	that	enables	you	to	view	competency	structures,	as	well	as	independent	
learning	objectives	and	activity	assessments	that	are	currently	not	associated	with	a	competency.	

1. On	the	navbar,	click	 	 Competencies.	

2. On	the	Competency	Home	page,	click	 	
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2. 
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5. On	the	Results	page,	click	the	Assess	link	for	the	user	you	want	to	evaluate.	 	

6. Fill	in	the	rubric.	 	

7. Click	Save.	
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You	can	configure	automatic	evaluation	for	quiz	and	grade	item	activities	so	that	users'	activity	achievement	is	
determined	automatically	based	on	their	quiz	score	or	grade	item	score.	 	

1. On	the	navbar,	click	 Competencies.	

2. On	the	Competency	Home	page,	click	on	the	learning	objective	you	want	to	add	a	quiz	or	grade	item	activity	to	for	
automatic	assessment.	

3. Click	 	 Structure.	

4. In	the	Edit	Structure	tab,	click	Incorporate	Activities.	 	

5. Click	on	the	activity	you	want	to	add	to	the	learning	objective.	

6. Select	the	Assess	Objective	check	box.	

7. From	the	Assessment	Type	drop-
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When	you	create	a	competency,	each	status	setting	you	can	select	contains	different	restrictions	on	what	can	be	done	
with	the	competency	once	it	is	created.	

The	competency	 Draft	 	 In	Review	 	 Approved	 Archived	 	
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2. On	the	Competency	Home	page,	from	the	New	button,	click	 	 Competency.	

3. Enter	your	New	Competency	details.	 	

4. In	the	Evaluation	Settings	section,	select	the	
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The	most	fundamental	structure	must	contain	at	least	one	competency,	one	learning	objective,	and	one	activity.	Add	
associations	between	these	elements	to	create	your	competency	structure.	

1. On	the	navbar,	click	 Competencies.	

2. On	the	Competency	Home	page,	click	the	element	that	you	want	to	associate	with	existing	elements.	

3. Click	 	 Structure.	

4. In	the	Edit	Structure	tab,	do	one	of	the	following:	 	

• Click	Add	Parent.	

• Click	Add	Child.	

5. Click	the	element	type	that	you	want	to	associate	with	your	competency	structure.	

6. 
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You	can	remove	associations	between	elements	without	deleting	either	element.	

1. Navigate	to	the	tool	that	corresponds	with	the	activity	that	you	want	to	remove	associations	from.	

2. Do	one	of	the	following:	 	

• On	the	Assignment	submission	folders	page,	from	the	context	menu	of	the	folder	with	associations	that	

you	want	to	remove,	click	 	 Edit	Folder.	

• On	the	Manage	Quizzes	
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• To	share	the	competency	or	competency	structure	with	the	selected	org	unit	only,	select	the	This	org	unit	
check	box.	

• To	share	the	competency	or	competency	structure	with	the	selected	org	unit	and	all	child	org	units	beneath	
it,	select	the	All	descendants	check	box.	 	

• To	share	the	competency	or	competency	structure	with	the	selected	org	unit	and	specific	child	org	units	
beneath	it,	select	the	All	descendants	of	type	check	box.	Select	the	descendant	type	from	the	appropriate	
list.	 	

5. Click	Insert.	

6. In	the	Achievement	Criteria	section,	from	the	list,	select	a	criterion.	

7. Click	Save.	
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Depending	on	your	settings,	competency	elements	may	have	a	Ready	for	Versioning	property	you	can	enable	to	let	the	
system	track	a	previous	definition	of	a	competency	each	time	you	save	your	changes.	Version	numbers	increment	by	1	
(beginning	with	version	1).	Competency	version	information	can	show	every	element	in	the	competency	structure	
except	activities.	

Currently	you	cannot	edit	previous	competency	versions,	however,	your	organization	might	want	to	track	competency	
versions	to	review	past	changes	to	a	competency	structure's	definition.	

If	you	do	not	see	the	Ready	for	Versioning	check	box,	ask	your	organization's	administrator	to	enable	the	configuration	
variable	d2l.Tools.Competencies.Settings.ShowVersionNumber.	
 

G#+H,*12(+&+.*< , ' & ":*&:"+ , "+': B & ' ,

The	Results	page	displays	an	overview	of	the	competencies,	learning	objectives,	and	activities	that	users	can	complete.	
Completed	results	are	marked	with	an	 	 Achieved	icon.	Competency	elements	that	are	not	visible	to	course	
participants	will	not	be	displayed.	

You	can	click	the	 	 Expand	Activity	icon	beside	a	user's	achievement	to	view	more	information	about	how	the	activity	
was	completed.	

1. On	the	navbar,	click	 Competencies.	

2. On	the	Competency	Home	page,	click	a	competency	or	learning	objective	that	you	want	to	view	results	for.	

3. Click	 	 Structure.	

4. In	the	Structure	Summary	tab,	click	the	 	 View	Results	icon	beside	the	competency,	learning	objective,	or	
activity	that	you	want	to	view.	A	list	of	users	and	element	completion	results	displays.	If	you	do	not	see	this,	enter	
a	blank	search	in	the	Search	For	field.	

5. Click	a	user's	name	to	view	all	competency	structure	results	for	that	individual.	 	

Shared	competency	structure	results	are	only	available	in	the	org	unit	where	the	competency	structure	was	created.	
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You	can	override	a	user’s	result	for	any	competency,	learning	objective,	or	activity,	and	manually	set	it	to	complete	or	
incomplete.	An	override	always	takes	precedence	over	a	user’s	actual	result;	if	you	override	an	activity,	the	system	
ignores	the	user’s	actual	assessment;	if	you	override	a	learning	objective	or	a	
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Calculated	final	grade	 The	final	grade	calculated	by	the	grade	book.	You	cannot	adjust	the	final	grade	without	adjusting	
grade	item	scores.	 	

Adjusted	final	grade	 You	can	manually	change	the	final	grade	calculation	without	affecting	grade	item	scores.	 	

	
 

Y")C #.$ , '*%+2+' ,

A	grade	scheme	enables	you	to	organize	users’	performances	on	grade	items	into	levels	of	achievement.	A	grade	
scheme	can	include	any	number	of	achievement	levels.	Each	achievement	level	has	its	own	range	of	acceptable	grades	
and	a	symbol,	such	as	a	numeric	value,	letter,	or	text	description,	to	represent	it.	You	can	create	your	own	grade	
schemes	or	use	schemes	set	up	by	your	organization.	

Grade	scheme	 Example	

Letter	 F,	D,	C,	B,	A,	A+	

Numeric	 2.0,	2.5,	3.0,	3.5,	4.0	

Text	 Below	Expectations,	Meets	Expectations,	Exceeds	Expectations	
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Formula	 Use	the	formula	system	when	you	want	to	calculate	final	grades	using	a	custom	formula	that	allows	for	
conditions.	The	formula	system	is	based	on	the	points	system,	but	allows	you	to	set	conditions	around	
grade	items	to	determine	the	final	grade.	For	example,	you	could	require	that	users	receive	at	least	50%	
on	their	midterm	and	final	exam	to	pass	a	course.	
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4. In	the	Grading	area,	enter	the	Maximum	Points	for	the	grade	item.	Then,	do	any	of	the	following:	

• To	define	the	formula	for	your	grade	item,	click	the	Edit	Using	the	Formula	Editor	link.	In	the	Formula	
Editor	window,	enter	your	formula	and	click	Insert.	

• If	you	want	users'	grades	to	be	able	to	exceed	the	maximum	points	specified	for	the	item,	select	the	Can	
Exceed	check	box.	

• From	the	Grade	Scheme	drop-down	list,	select	a	grading	scheme	for	your	grade	item.	

• To	attach	a	rubric	to	the	grade	item,	click	Add	Rubric.	

5. In	the	Display	Options	area,	select	how	you	want	the	Student	View	and	Managing	View	for	the	grade	item	to	
appear.	

6. 
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Use	the	Formula	Editor	to	define	a	formula	that	calculates	a	grade	item’s	value	based	on	other	grade	items.	When	you	
create	a	formula,	you	specify	which	grade	items	you	want	included	in	the	formula	and	the	relationships	between	them.	
An	example	of	a	simple	formula	is	one	that	calculates	the	sum	of	a	number	of	grade	items.	A	more	complicated	formula	
is	one	that	drops	the	minimum	or	maximum	value	from	a	set	of	grade	items.	 	

	

Figure	4:	Formula	Editor	

	

Component	 Description	

Formula	area	 The	formula	area	is	where	the	formula	text	displays.	The	equals	sign	(=)	at	the	start	of	
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Grade	item	parameters	 To	view	what	grade	items	you	can	insert	as	a	parameter	in	your	formula,	use	the	Grade	
Item	drop-down	list.	You	can	insert	Numeric,	Pass/Fail,	Selectbox,	and	Formula	type	
grade	items.	You	cannot	reference	the	formula	grade	item	you	are	defining	or	a	final	
grade.	 	

To	view	the	values	associated	with	the	grade	item	you	want	to	use	in	the	formula,	use	
the	Grade	Item	Value	drop-down	list.	There	are	three	options:	 	

• Points	Received	-	The	grade	the	user	achieved.	For	example,	7	(out	of	10	points).	 	

• Max	Points	-	The	maximum	points	available	for	the	grade	item.	For	example,	10	
points.	 	

• Percent	-	The	percent	grade	the	user	achieved.	For	example,	70%.	 	

When	using	the	weighted	system,	category	and	grade	item	weights	are	ignored	in	
formula	calculations.	 	

Dropped	grade	items	and	bonus	grade	items	are	calculated	the	same	as	other	grade	
items.	 	
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Operators	 Operators	are	usually	used	in	conjunction	with	at	least	one	grade	item.	
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The	following	are	errors	you	might	encounter	while	using	the	Formula	Editor.	

Error	 Description	 Examples	

Unexpected	[token_type]	 	
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5. In	the	Grading	area,	enter	the	Maximum	Points	and	Weight	for	the	grade	item.	 	

6. Do	any	of	the	following:	

• If	you	want	the	grade	item	to	be	a	bonus,	select	the	Bonus	check	box.	

• From	the	Grade	Scheme	drop-down	list,	select	a	grading	scheme	for	your	grade	item.	

• To	attach	a	rubric	to	the	grade	item,	click	Add	Rubric.	

7. In	the	Display	Options	area,	select	how	you	want	the	Student	View	and	Managing	View	for	the	grade	item	to	
appear.	

8. 
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• To	manually	enter	grades	for	a	grade	item,	from	the	context	menu	of	the	grade	item,	click	 	 Grade	All.	

• To	manually	enter	grades	for	a	category,	from	the	context	menu	of	the	grade	item,	click	 	 Grade	All.	

3. Enter	your	grades.	

4. Click	Save	and	Close.	
 

E+ B+)'+ , A #.) B ,$ ")C+' ,

1. 
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• There	are	grade	items	that	you	still	need	to	enter	grades	for.	 	

• You	are	using	formula	grade	items	in	a	Points-based	grading	system.	Formula	grade	items	do	not	contribute	to	the	
final	grade	in	a	points-based	or	weighted-based	grade	book.	 	
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If	you	have	not	selected	the	Automatically	keep	final	grades	updated	option,	you	may	have	to	manually	recalculate	
final	grades	at	some	point	during	your	course.	

1. On	the	navbar,	click	 	 Grades.	

2. Do	one	of	the	following:	

• To	recalculate	a	grade,	click	a	user's	name.	In	the	Final	Grade	section,	click	the	 	 Recalculate	the	Final	
Calculated	Grade	icon.	 	

• To	recalculate	all	grades,	from	the	Final	Calculated	Grade	context	menu,	click	 	 Grade	All.	On	the	Final	Grades	

page,	from	the	Final	Grades	context	menu,	select	 	 Recalculate	All.	
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1. On	the	navbar,	click	 	 Grades.	

2. On	the	Manage	Grades	page,	from	the	Final	Adjusted	Grade	context	menu,	click	 	 Enter	Grades.	

3. In	the	Final	Adjusted	Grade	column,	enter	a	grade	for	every	user	you	want	to	give	an	adjusted	grade	to.	

4. If	you	want	to	release	a	grade	for	a	user,	select	their	Release	Final	Adjusted	Grade	check	box.	

5. Click	Save.	
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1. On	the	navbar,	click	 	 Grades.	

2. On	the	Enter	Grades	page,	click	on	a	user’s	name.	 	

3. If	you	see	the	"Out	of	date!"	message	displaying	by	the	Final	Calculate	Grade,	click	the	 	 Recalculate	the	Final	
Calculated	Grade	icon.	Click	Calculate.	

4. 
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You	offer	a	number	of	online	training	courses	that	use	similar	content,	but	adjust	the	course	content	depending	on	your	
users’	interests	and	skill	levels.	You	set	up	specific	courses	by	importing	course	content	from	a	master	course.	You	do	
not	want	to	change	the	weight	of	each	grade	item	to	make	every	course	grade	book	balance,	so	you	use	the	points	
system	and	keep	each	grade	item’s	maximum	points	the	same.	You	grade	basic	tasks	out	of	5,	intermediate	tasks	out	of	
10,	and	advanced	tasks	out	of	15.	You	give	users	who	receive	at	least	70%	on	all	grade	items	10	bonus	points.	You	allow	
users	to	exceed	the	maximum	points	for	a	grade	item,	but	not	the	final	grade.	Because	you	often	allow	some	users	to	
skip	advanced	tasks,	you	drop	ungraded	items	from	the	final	grade	calculation.	 	

You	set	up	grade	items	with	the	following	properties:	 	

	 Project	1	 Project	2	 Project	3
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Maximum	Points	 6	 8	 9	 8	 15	 --	 10	

	

You	release	the	calculated	final	grade	to	Frank.	It	is	calculated	as	follows:	 	

Grade	item	 Calculation	
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When	multiple	rubrics	are	present	in	the	rubric	pop-up	window,	it	is	the	overall	score	of	the	first	numeric	rubric	that	
Brightspace	Learning	Environment	transfers.	If	you	want	to	transfer	the	score	of	a	different	rubric	or	scores	from	
multiple	rubrics,	you	must	handle	these	situations	separately.	

Brightspace	Learning	Environment	handles	different	types	of	grade	items	during	the	transfer	as	follows:	

• 
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You	can	create	questions	offline	using	a	CSV	formatted	text	file.	If	you	want	to	download	a	text	file	template	to	use	
when	creating	your	questions,	click	the	CSV	Sample	File	link.	

1. In	Question	Library,	click	Import.	

2. From	the	Import	Source	drop-down	list,	select	From	a	D2L	Text	Format	File.	

3. Click	Browse	and	select	the	completed	CSV	question	file	you	want	to	upload.	 	

4. Click	Open	>	Save.	
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1. In	Question	Library,	click	Import.	

2. From	the	Import	Source	drop-down	list,	select	Learning	Repository	(LOR).	

3. Click	Add	Learning	Object.	

4. When	you	find	the	CSV	file	you	want	to	import,	select	the	object	and	click	Select.	

5. Click	Save
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• Image	Information	(IMG)	
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2. In	the	General	area,	enter	your	long	answer	question	details.	 	

3. In	the	Options	area,	customize	your	long	answer	question	options.	 	
 

8"+)&+ , '%1" & ,).'H+" ,W:+'& #1.' ,
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Matching	(MAT)	questions	require	respondents	to	choose	from	a	set	of	possible	match	choices	from	drop-down	lists	
and	correctly	pair	them	with	related	items.	This	question	type	enables	you	to	assess	users'	recognition	of	information	
and	demonstrate	comprehension	of	specific	relationships.	

1. In	the	Question	Library,	from	the	New	button,	click	Matching	Question	(MAT).	

2. In	the	General	area,	enter	your	matching	question	details.	 	

3. In	the	Choices	area,	do	the	following:	

• Select	the	grading	method	for	the	question.	

• In	each	Value	field,	enter	a	choice.	

• To	add	additional	values	for	the	question,	click	 	 Add	Choice.	

4. In	the	Matches	area,	do	the	following:	

• In	each	Value	field,	enter	a	choice.	 	

• To	add	additional	matches	for	the	question,	click	 	 Add	Match.	

• From	the	drop-down	list	for	each	matching	value,	select	the	corresponding	Correct	Choice.	 	

5. To	verify	your	question,	click	Preview.	 	
 

8"+)&+ ,1"C+" #.$ ,W:+'& #1.' ,

Ordering	(ORD)	questions	require	respondents	to	arrange	a	series	of	items	into	a	correct	sequence	or	order.	

1. In	the	Question	Library,	from	the	New	button,	click	Ordering	Question	(ORD).	

2. In	the	General	area,	enter	your	ordering	question	details.	 	

3. In	the	Options	area,	do	the	following:	

• Select	your	grading	method.	

• In	each	Value	field,	enter	a	choice.	To	add	more	values,	click	 	 Add	Item.	

• From	the	Correct	Order	drop-down	list	for	each	value,	set	the	order	of	the	values.	The	first	value	in	the	
correct	order	should	be	"1".	

4. To	verify	your	question,	click	Preview.	 	
 

S.C+"' &).C #.$ ,$ ")C #.$ ,1(& #1.' , A1 " ,2)&*% #.$ ,).C ,1"C+" #.$ ,W:+'& #1.' ,

There	are	three	possible	grading	options	for	matching	and	ordering	questions:	

• Equally	weighted	-	The	total	point	value	is	divided	equally	among	all	possible	correct	matches.	Users	receive	
equally	weighted	points	for	each	correct	answer.	

• All	or	nothing	-	Users	receive	full	points	for	the	question	if	they	select	all	of	the	correct	answers	and	none	of	the	
incorrect	answers.	Users	receive	zero	points	if	they	miss	any	correct	answers	or	select	any	incorrect	answers.	
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• Right	minus	wrong	-	Users	receive	points	equal	to	the	number	of	right	answers	they	choose	minus	the	number	of	
incorrect	answers	they	choose.	To	determine	how	much	each	answer	is	worth,	the	system	takes	the	total	number	
of	points	assigned	to	the	question	and	divides	it	by	the	total	number	of	answer	choices.	For	example,	if	a	question	
is	worth	10	points	and	has	5	answer	choices,	each	correct	answer	is	worth	2	points,	and	each	incorrect	answer	is	
worth	-	2	points	(10/5	=	2).	If	a	user	gives	3	correct	answers	and	2	incorrect	answers,	2	is	the	total	number	of	points	
received	for	the	question	[(3*2)+(2*-2)].	Users	can	receive	a	minimum	of	zero	on	a	question;	they	cannot	receive	a	
negative	mark.	

 

8"+)&+ ,) " # &%2+& #* ,W:+'& #1.' ,

Arithmetic	questions	enable	you	to	assess	users'	knowledge	and	comprehension	of	mathematics	and	number	theory.	
You	can	ensure	each	respondent	receives	a	unique	question	by	including	variables	enclosed	with	curly	braces	that	
randomly	generate	numbers	within	the	problem.	For	example,	if	you	set	variables	x,	y,	and	z	with	a	Min	1	to	Max	5	
number	range	in	1-step	increments,	the	question	“You	have	{x}	green	marbles,	{y}	red	marbles,	and	{z}	blue	marbles.	
How	many	marbles	do	you	have	in	total?”	will	randomly	generate	a	rational	number	(1,	2,	3,	4,	5)	for	{x},	{y},	and	{z}.	

As	a	best	practice,	D2L	recommends	that	you	create	long	answer	(LA)	question	types	for	arithmetic	problems	that	
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• To	set	the	system's	incrementing	steps	as	it	generates	numbers	from	the	range	set	by	the	Min	and	Max	
fields,	enter	a	number	in	the	Step	field.	 	

4. To	verify	your	question,	click	Preview.	 	
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When	rounding,	Brightspace	Learning	Environment	automatically	applies	the	Round	to	Half	Even	rounding	rule	when	
assessing	answers	that	contain	decimal	places	that	end	with	"5".	Currently,	there	are	no	options	to	change	rounding	
rules.	Applying	the	Round	to	Half	Even	rule,	answers	with	decimal	places	that	end	with	"5"	will	round	down	instead	of	
round	up.	 	

Example	One:	3.41	*	25	=	85.25	 	

If	you	create	an	arithmetic	question	and	set	the	Answer	Precision	to	1,	the	correct	answer	using	Round	to	Half	Even	is	
85.2.	

Example	Two:	-3.41*	25	=	-85.25	

If	you	create	an	arithmetic	question	and	set	the	Answer	Precision	to	1,	the	correct	answer	using	Round	to	Half	Even	is	
-85.2.	

You	can	enter	a	unit	type	(mm,	cm,	grams,	inches,	etc.)	to	assess	if	answers	include	correct	units	of	measurement.	For	
significant	figures	questions,	you	can	select	a	percentage	to	assign	a	weighted	points	value	to	the	measurement	unit.	If	
you	use	units	in	your	question,	you	can	set	the	following	Evaluation	Options:	

• Case	Insensitive	-	Auto-grading	searches	for	a	matching	character	pattern	in	the	answer	text	with	or	without	letter	
case	correctness.	

• Case	Sensitive	-	Auto-grading	searches	for	a	matching	character	pattern	in	the	answer	text	that	must	have	letter	
case	correctness.	

• Regular	Expression	-	Auto-grading	uses	meta-characters	to	search	for	one	or	more	matching	strings	in	the	answer	
text's	character	pattern.	What	you	set	as	meta-
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You	can	create	text	information	if	you	want	to	provide	supplementary	information	that	relates	to	several	questions.	It	is	
useful	to	create	text	information	if	you	have	several	questions	that	need	to	reference	the	same	passage	and	you	want	
to	avoid	repeatedly	writing	the	same	text	for	each	question.	

For	example,	you	may	have	a	case	study	that	you	want	to	use	as	the	basis	for	several	questions.	Instead	of	inserting	the	
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Character	 Description	 Example	

 When	this	character	immediately	follows	any	of	the	
other	quantifiers	(*,	+,	?,	{n},	{n,},	{n,m}),	the	
matching	pattern	is	non-greedy.	A	non-greedy	
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Character	 Description	 Example	

(?=pattern)	 Positive	lookahead	matches	the	search	string	at	any	
point	where	a	string	matching	pattern	begins.	This	is	
a	non-capturing	match,	that	is,	the	match	is	not	
captured	for	possible	later	use.	

Lookaheads	do	not	consume	characters:	after	a	
match	occurs,	the	search	for	the	next	match	begins	
immediately	following	the	last	match,	not	after	the	
characters	that	comprised	the	lookahead.	
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Character	 Description	 Example	
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• On	the	Edit	Question	page	for	the	question	you	want	to	preview,	click	Preview.	

2. Click	Done.	
 

E+1"C+" ,W:+'& #1.' ,1" , '+* & #1.' , #. ,\:+'& #1. ,- #> ")"< ,

1. In	Question	Library,	click	 	 Order.	

2. On	the	Order	page,	select	the	check	box	for	any	question	or	section	you	want	to	move.	

3. Click	the	 	 Move	Up	or	 	 Move	Down	icons.	
 

V:> B # '% ,W:+'& #1.' ,).C ,'+*& #1.' , &1 ,) , B+)". #.$ , "+(1' # &1"< ,

1. In	Question	Library,	select	the	check	box	for	any	question	or	section	you	want	to	publish	to	a	learning	repository,	

then	click	 	 Publish	to	LOR.	

2. Do	one	of	the	following:	

• From	the	Pick	a	Repository	drop-down	list,	select	the	repository	you	want	to	publish	to.	

• To	overwrite	existing	content,	select	Overwrite	an	existing	object.	To	locate	the	learning	object	you	want	
to	overwrite,	click	Search.	Select	the	learning	object,	then	click	Select.	 	

3. In	the	Sharing	and	Publishing	Options	area,	do	any	of	the	following:	

• I
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You	can	export	an	event	log	of	all	quiz	attempts	made	by	all	learners	in	your	course.	

1. Open	the	quiz	that	you	want	to	export	the	event	log	for.	

2. On	the	Grade	Quiz	page,	click	Export	Event	Logs.	

3. Enter	a	name	for	the	file.	

4. Specify	where	you	want	to	save	the	file.	

5. Click	Save.	
 

E+'+& ,W: #X ,) & &+2(&' , A1 " , B+)".+"' ,

1. On	the	navbar,	click	 	 Quizzes.	

2. On	the	Manage	Quizzes	page,	from	the	context	menu	of	the	quiz	with	attempts	you	want	to	reset,	click	 	
Grade.	

3. Select	the	check	box	for	each	attempt	you	want	to	reset,	then	click	the	 	 Reset	icon.	
 

V"+0+.& ,*%+)& #.$ , #. ,W: #XX+' ,

To	help	prevent	cheating	in	quizzes,	do	the	following:	

• On	the	Edit	Quiz	page,	in	the	Optional	Advanced	Properties	area,	select	Disable	right	click.	

• On	the	Edit	Quiz	page,	in	the	Optional	Advanced	Properties	area,	select	Disable	Instant	Messages	and	alerts.	

• Incorporate	random	sections	into	your	quizzes	to	distribute	unique	sets	of	questions	to	users.	
 

G#+H, &%+ ,+0+.& , B1$ ,1 A ,) , ' #.$ B+ ,W: #X ,) & &+2(& ,
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If	Respondus	LockDown	Browser	is	enabled	for	the	course	offering	a	quiz	resides	in,	you	can	exempt	individual	learners	
from	the	requirement	to	use	the	LockDown	Browser	when	taking	that	quiz.	 	

1. On	the	Manage	Quizzes	page,	from	the	context	menu	of	the	quiz	you	want	to	add	restrictions	to,	click	 Edit.	

2. In	the	Restrictions	tab,	under	Security	Options	>	Respondus	LockDown	Browser,	do	one	of	the	following:	

• Select	Required	to	take	this	quiz	

• Select	Required	to	view	quiz	feedback	and	results	

3. Click	Add	Users	to	Special	Access.	

4. On	the	Add	Special	Access	to	Quiz	page,	under	LockDown	Browser,	select	Not	required	to	take	this	quiz.	

5. 
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4. Click	Save.	

5. In	the	Restrictions	tab,	 	

• select	the	Allow	selected	users	special	access	to	a	quiz	
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1. On	the	navbar,	click	 	 Quizzes.	

2. On	the	Manage	Quizzes	page,	from	the	context	menu	of	the	quiz	you	want	to	create	a	report	for,	click	 	 Edit.	

3. In	the	Reports	Setup	tab,	click	Add	Report.	

4. Enter	a	Report	Name.	

5. Select	your	Report	Type.	Using	the	check	boxes	provided,	customize	your	report's	output.	

6. Select	when	you	want	to	release	the	report,	and	which	roles	you	want	to	release	it	to.	

7. Click	Save.	
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1. On	the	navbar,	click	 	 Quizzes.	

2. On	the	Manage	Quizzes	page,	click	on	the	quiz	you	want	to	add	a	random	section	of	questions	to.	

3. Click	Add/Edit	Questions.	

4. From	the	New	button,	click	Random	Section.	

5. In	the	General	area,	enter	your	random	section	details.	 	

6. In	the	Display	Options	
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1. In	the	course	offering	that	you	want	to	copy	the	quiz	to,	on	the	navbar,	click	Course	Admin	>	Import/Export/Copy	
Components.	

2. Select	Copy	Components	from	another	Org	Unit.	

3. Click	Search	for	offering.	

4. Locate	and	select	the	course	containing	the	quiz	you	want	to	copy.	

5. Click	Add	Selected	>	Select	Components.	

6. Select	Question	Library	and	Quizzes,	then	do	one	of	the	following:	

• To	include	all	items,	select	Copy	all	items,	then	click	Continue.	 	

• To	include	only	some	items,	select	Select	individual	items	to	copy,	then	click	Continue.	On	the	Select	Items	
to	Copy	page,	select	the	items	you	want	to	copy.	Click	Continue.	

7. Click	Continue.	

8. Click	Finish.	
 

E:>"#*',
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You	can	attach	a	rubric	to	any	of	the	following	course	tools	or	activities:	

• Competencies	

• Discussion	topics	

• Assignment	submission	folders	

• Brightspace	ePortfolio	

• Grade	items	

• Quizzes	

• Surveys	
 

K<(+' ,1 A , ":>" #* ' ,

There	are	two	types	of	rubrics	available	for	use:	 	

• Holistic	Rubrics	-	Single	criterion	rubrics	(one-dimensional)	used	to	assess	participants'	overall	achievement	on	an	
activity	or	item	based	on	predefined	achievement	levels.	Holistic	rubrics	may	use	a	percentages	or	text	only	scoring	
method.	
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• Analytic	Rubrics	-	Two-dimensional	rubrics	with	levels	of	achievement	as	columns	and	assessment	criteria	as	rows.	
Allows	you	to	assess	participants'	achievements	based	on	multiple	criteria	using	a	single	rubric.	You	can	assign	
different	weights	(value)	to	different	criteria	and	include	an	overall	achievement	by	totaling	the	criteria.	With	
analytic	rubrics,	levels	of	achievement	display	in	columns	and	your	assessment	criteria	display	in	rows.	Analytic	
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2. 
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• 
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• To	create	a	new	question,	from	the	New	button,	select	the	type	of	question	you	want	to	add.	Enter	the	
question	details	and	click	Save.	

• To	add	questions	from	another	collection,	a	text	file,	or	a	learning	repository,	click	Import.	Enter	your	
importing	details	and	click	Save.	
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• Multi-Select	

• Multiple	Choice	

	

	

Figure	5:	Using	a	multiple	choice	question	to	conduct	a	poll	on	course	interest	

Collect	informal	course	evaluations	or	mid-year	reviews	
You	can	use	a	combination	of	different	question	types	for	this	that	are	found	in	a	typical	evaluation	or	review,	
including:	

• Likert	

• Long	Answer	

• Multi-Short	Answer	
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Figure	8
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You	can	specify	a	date	range	that	your	survey	becomes	available	to	users.	You	can	also	add	Surveys	associated	with	a	
date	to	your	course	calendar.	

1. On	the	navbar,	click	 	 Surveys.	

2. On	the	Manage	Surveys	page,	click	the	survey.	

3. Click	the	Restrictions	tab.	

4. In	the	Dates	and	Restrictions	area,	select	Has	Start	Date	and/or	Has	End	Date,	and	specify	the	dates	and	times	
when	users	can	see	the	survey.	

5. To	display	the	survey	in	the	Calendar	tool,	select	Active	from	the	Status	drop-down	list	and	select	Display	in	
Calendar.	

6. Click	Save	and	Close.	
 

=.1.<21:',()"&#*#()&#1.,#.,),':"0+<,
If	a	survey	is	anonymous,	your	user	data	is	hidden	in	survey	results.	The	responses	to	survey	questions	are	available	for	
all	users,	but	the	system	does	not	report	who	made	which	response.	

Note:	You	cannot	associate	anonymous	survey	activities	with	learning	objectives.	
 

/.':"+,).1.<21:',':"0+<,()"&#*#()&#1.,
1. On	the	navbar,	click	 	 Surveys.	

2. On	the	Manage	Surveys	page,	click	the	survey	name.	

3. In	the	General	area,	select	the	make	results	anonymous	check	box.	
 

D+&&#.$,':"0+<,"+'&"#*&#1.',
On	the	Restrictions	tab	of	the	survey,	you	can	create	new,	or	attach	existing	release	conditions	if	you	want	a	survey	to	
be	available	to	users	only	after	they	fulfill	other	specified	tasks.	Examples	of	release	conditions	include	completing	a	
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2. On	the	Surveys	page,	click	the	survey	name.	

3. Click	the	Restrictions	tab.	

4. In	the	User	Responses	area,	set	the	Attempts	Allowed	drop-down	list	to	one	of	the	following:	

• Unlimited	-	Users	can	answer	and	submit	a	survey	as	many	times	as	they	want.	

• Single	attempt	that	is	editable	-	Allows	users	a	single	survey	attempt.	They	can	re-access	and	edit	
responses	as	long	as	the	survey	is	still	available.	

• Limited	-	Sets	a	number	of	permissible	survey	attempts.	
 

8"+)&+,'(+*#)B,)**+'',&1,),':"0+<,
You	can	assign	specific	users	a	different	set	of	survey	availability	dates.	Special	access	properties	enable	you	to	increase	
the	time	limit	for	special-needs	users	and	allow	different	start	and	end	dates	for	individual	users.	

1. On	the	navbar,	click	 	 Surveys.	

2. On	the	Surveys	page,	click	the	survey	name.	

3. Click	the	Restrictions	tab.	

4. Do	one	of	the	following:	

• To	set	special	access	for	selected	users,	choose	Allow	selected	users	special	access	to	this	survey.	

• To	restrict	the	survey	only	to	users	with	special	access,	choose	Allow	only	users	with	special	access	to	see	
this	survey.	

5. Click	Add	Users	to	Special	Access.	

6. Search	for	users	and	select	the	check	boxes	beside	the	names	of	users	you	want	to	assign	special	access	to.	

7. Click	Add	Special	Access.	
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Survey	reports	gather	information	on	survey	data
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You	can	notify	participants	of	an	available	survey	in	two	ways:	

• On	the	Edit	Survey	page,	click	Invite	Participants	
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Figure	11:	The	Course	Access	indicator	in	the	User	Progress	tool	
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The	User	Progress	interface	consists	of	three	main	areas:	

• The	
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Figure	13:	The	User	Progress	interface	with	the	Summary	view	of	a	course	selected.	
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By	default,	the	Reports	Detail	area	displays	all	9	progress	indicators	in	the	Progress	Summary	report.	You	can	remove	
progress	indicators	from	the	summary	report.	The	Progress	Summary	view	can	display	up	to	15	grade	items	for	each	
progress	indicator.	If	your	course	has	more	than	15	items	for	a	given	progress	indicator,	only	the	15	most	recent	items	
will	display	in	the	Progress	Summary	view.	

You	can	also	adjust	color	indicators.	Color	indicators	help	you	track	students	by	category,	such	as:	On	Track,	Some	
Concerns,	and	At	Risk.	

1. On	the	navbar,	click	 	 User	Progress.	

2. Click	 	 Settings.	

3. Make	your	changes.	
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2. On	the	Class	Progress	page,	click	 	 Settings.	

3. From	the	context	menu	of	the	indicator	you	want	to	replace,	select	 	 Replace.	

4. On	the	Select	Progress	Indicator	page,	click	on	the	progress	indicator	you	want	to	use	as	a	replacement.	

5. To	replace	more	progress	indicators,	repeat	steps	2-3.	

6. From	the	context	menu	of	a	progress	indicator,	select	 	 Move	Up	or	 	 Move	Down	to	rearrange	the	order	in	
which	it	appears	in	Class	Progress.	
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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	in
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