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Blog	

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.	 	
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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	public	by	default	 Selects	the	Make	Public	option	for	new	blog	entries	so	they	are	
automatically	shared	with	other	users	by	default.	
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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.	 	
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7. 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	

• Person	Enters	Chat	Sound	

• Person	Leaves	Chat	Sound	

8. Click	Save.	
 

Manage	chat	history	
The	chat’s	archive	stores	each	chat	session,	where	you	can	view	it	at	a	later	time.	
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4. Click	General	Chat.	

5. Enter	a	description	of	the	chat.	

6. Click	Create.	
 

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.	

1. 
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3. Fill	in	the	user’s	information.	

4. If	you	want	to	send	the	user	an	enrollment	email,	select	the	Send	Enrollment	email	check	box	.	

5. Click	Enroll.	
 

Enroll	users	from	a	TXT	or	CSV	file	
1. On	the	navbar,	click	



Brightspace	Learning	Environment	10.6+	
Classlist	

	

©	2016	by	D2L	Corporation.	All	rights	reserved.	 14	

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	
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Create 	a 	d i scuss ion 	 top ic 	

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.	

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	place	your	topic	in.	If	you	want	to	create	a	new	forum	for	
your	topic,	click	New	Forum.	

4. Enter	your	New	Topic	Details.	

5. Select	Availability	options	for	your	topic.	 	

6. Select	Locking	Options	for	your	topic.	Locking	your	topic	prevents	users	from	accessing	it	until	it	is	unlocked.	

7. Click	Save	and	Close.	
 

Create 	a 	d i scuss ion 	 thread 	

1. On	the	navbar,	click	 	 Discussions.	

2. Click	the	topic	where	you	want	to	create	a	thread.	

3. Click	Start	a	New	Thread.	

4. Enter	a	subject.	

5. Enter	your	post.	

6. Set	any	of	the	following	posting	options:	 	

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

• To	post	anonymously,	select	
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7. Click	Post.	If	the	topic	is	moderated,	your	post	will	not	appear	until	a	moderator	approves	it.	
 

Rep ly 	 to 	a 	d i scuss ion 	 thread 	

1. On	the	navbar,	click	 	 Discussions.	

2. Locate	the	thread	you	want	to	reply	to.	

3. Do	either	of	the	following:	

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

• 	 To	reply	to	a	particular	post	inside	the	thread,	or	click	 	 Reply.	

4. Enter	your	reply	in	the	HTML	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.)	

5. Set	any	of	the	following	options:	

• To	post	anonymously,	select	Post	as	Anonymous.	

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

• To	attach	a	file,	in	the	Attachments	area,	click	
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Unsubscr ibe 	 f rom	not i f i ca t ions 	

1. On	the	navbar,	click	 	 Discussions.	

2. 
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End	Date	has	not	passed	
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About 	moderated 	d i scuss ion 	 top ics 	
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Assessing	discussions	
Assessment 	methods 	ava i lab le 	 fo r 	a 	d i scuss ion 	

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	post	score		 This	calculation	method	identifies	the	highest	score	of	all	the	post	scores	included	
per	user.	

Minimum	post	score		 This	calculation	method	identifies	the	lowest	score	of	all	the	post	scores	included	
per	user.	

Mode	post	score	-	Highest	on	
multiple	

This	calculation	method	looks	at	the	frequency	of	scores	on	posts,	then	selects	the	
highest	occurrence	of	a	score	per	user.	Once	it	picks	the	frequency,	the	system	
looks	to	see	if	multiple	scores	occur	at	that	frequency.	If	not,	it	assigns	that	score	to	
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• 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	the	New	Grade	Item	link	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	an	existing	rubric	or	click	the	Create	Rubric	in	New	Window	link	to	
create	a	new	rubric	for	the	topic.	You	can	assess	a	rubric	for	each	learner	in	the	course,	and	learners	can	
view	completed	rubrics	in	
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• 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.	

• If	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.	

• Complete	each	rubric,	choosing	a	level	and	entering	feedback	for	each	criterion	or	choose	an	overall	score.	
Note	that	the	calculated	or	chosen	Overall	Score	(if	there	is	one)	is	automatically	populated	in	the	Topic	
Score	field.	Click	Clear	Override	to	return	the	Topic	Score	to	the	calculated	score	from	the	rubric.	

• Enter	feedback	comments	in	the	General	Feedback	field.	

• Select	the	Publish	score	on	save	check	box.	This	check	box	is	only	available	when	the	topic	is	associated	
with	a	grade	item.	When	you	select	this	check	box,	the	Topic	Score	or	calculated	topic	score	and	comments	
from	the	General	Feedback	field	are	sent	to	Grades.	When	this	check	box	is	not	selected,	the	learner's	
score	and	feedback	are	cleared	from	Grades.	

2. Click	Save	and	Close.	
 

Ass ign 	 scores 	 to 	users 	 f rom	the 	Assess 	Top ic 	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	
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• Complete	each	rubric	with	a	level	and	feedback	for	each	criterion.	

• Enter	comments	in	the	General	Feedback	field.	

5. If	the	topic	is	associated	with	a	grade	item,	select	the	Publish	score	on	save	check	box.	When	this	check	box	is	
selected,	the	Topic	Score	or	calculated	topic	score	and	comments	from	the	General	Feedback	field	are	sent	to	
Grades.	If	this	check	box	is	not	selected,	the	learner's	score	and	feedback	are	cleared	from	Grades.	

 

L ink 	a 	d i scuss ion 	assessment 	 to 	a 	g rade 	 i tem 	

When	you	link	a	discu



Brightspace	Learning	Environment	10.6+	
Discussions	

	

©	2016	by	D2L	Corporation.	All	rights	reserved.	 27	

2. From	the	context	menu	of	the	topic	that	contains	the	learning	objective	you	want	to	associate	with	an	assessment,	

click	 	 Edit	Topic.	 	

3. In	the	Objectives	tab,	from	the	context	menu	of	the	learning	objective	you	want	to	evaluate,	click	 	 Add	
Assessment.	 	

4. Click	the	Select	Rubric	button	to	attach	an	existing	rubric	or	click	the	Create	Rubric	in	New	Window	link	to	create	a	
new	rubric	for	the	topic.	

5. Select	your	Criteria	from	the	drop-down	list.	 	

6. If	you	want	to	make	the	activity	required,	select	
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Email	

Email	overview	
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.	
 

Disable	your	course	address	book	
1. Do	one	of	the	following:	
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Groups	

Best	practices	for	setting	up	groups	
• 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,	
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Best	practices	for	group	enrollment	
• To	illustrate	best	practices	for	group	enrollment,	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:	
	
For	the	Enrollment	Type,	you	select	#	of	Groups	and	set	the	Number	of	Groups	to	4.	
You	leave	both	Auto-enroll	new	users	and	Randomize	users	in	groups	cleared	because	new	users	will	not	be	
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Create	a	group	
1. On	the	navbar,	click	 	 Groups.	

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

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

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

5. 
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Group	enrollment	types	
The	following	descriptions	explain	the	enrollment	type	options	available	when	creating	a	new	category	and	provide	
conceptual	information	on	when	you	should	use	them.	

Enrollment	Type	Option	 Description	

#	of	Groups	–	
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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	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	unenrollments	and	re-enrollments	must	
be	done	manually.	

#	of	Groups	
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3.
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4. 
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Sessions	basics	
What 	 i s 	a 	 seat ing 	char t 	 sess ion? 	

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	student-specific	comments.	 	

Sessions	are	accessible	from	the	Calendar	tool	and	the	Seating	Chart	tool.	 	

You	can	set	a	positive	threshold	(the	target	participation	score	expected	from	students	in	a	session)	and	a	negative	
threshold	(the	minimum	score	students	need	to	exceed	to	pass	th
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Create 	a 	 sess ion 	 in 	 seat ing 	char t 	

Before	you	begin:	If	the	location	you	select	does	not	have	a	seating	chart	associated	with	it,	you	can	create	one	by	
clicking	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	 	 Refresh	Seating	Chart	List	icon.	 	

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

1. Access	the	Calendar	tool	for	your	course.	 	

2. Click	Create	Event.	 	

3. Enter	details	of	the	event.	 	

4. Select	a	location.	The	drop-down	list	displays	only	active	locations.	 	

5. Select	the	seating	chart	you	want	to	use	for	the	location.	 	

6. Click	Create.	 	
 

Track 	 sess ion 	a t tendance 	and 	par t i c ipat ion 	

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

1. On	the	navbar,	click	 	 Seating	Chart.	

2. Click	a	seating	chart.	

3. Click	a	session	for	the	seating	chart.	

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

5. Do	one	of	the	following:	

• To	mark	a	user	present,	click	 	 Present.	 	

• 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.	 	
 

Announcements	

Create	an	Announcements	item	
1. From	the	Announcements	widget	menu,	click	 	 New	Announcements	Item.
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3. 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.	

4. 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	
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2. In	the	
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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.	 	


