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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
October 7, 2021 )Added topic: Print PDF files in Classic Content.

Updated the Navigate course content in the new Learner
Experience or in the Lessons Experience topic to recommend
logging out of courses to ensure a proper end to the session.

Updated the Change personal settings in Brightspace Learning
Environment topic.

August 5, 2021 Updated topics to replace HTML Editor to read as Brightspace
Editor.

Updated the Take a quiz to include information about the
accommodations icon displaying next to the quiz time when a
learner commences a quiz.

April 1, 2021

Added topic: View my accommodations.

February 4, 2021 Updated the Navigate course content in the new Learner
Experience or in the Lessons Experience topic to include more
information.

November 5, 2020 Updated the Change personal settings in Brightspace Learning

Environment topic to include profile image requirements.

Updated Log in to Brightspace Learning Environment with details
about preferred language selector on the login page.

September 3, 2020 Updated the View course progress with the Class Progress tool

topic to include the new System Access History progress
indicator.

Updated the Create a discussion thread topic to include a note
about enabling word count in discussion posts.

August 6, 2020 Updated the Search for courses and self-enroll using Discover
topic to include the new Featured Sections on the Discover
homepage.

July 2, 2020

Updated the Email other learners with the Email tool topic to
include the note about the email verification message.

Updated the Search for courses and self-enroll using Discover
topic to add clarification about what updated courses in Discover
mean.
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Updated the View progress for outcomes topic to include more
information about the expected behavior for how feedback
provided on hidden rubrics appears for learners.

Updated View course achievements with Awards to include the
Awards Leaderboard widget.

June 4, 2020

Updated the Search for courses and self-enroll using Discover
topic to include information on the new sections for new and
updated courses.

Updated the View Progress for Outcomes topic to provide
additional information about how feedback from hidden rubrics
appears for learners.

Updated the Change personal settings in Brightspace Learning
Environment topic to include a note about continent and time zone
settings.

May 7, 2020

Updated the Navigate course content in the new Content
experience (Lessons) topic to reflect user interface changes.

Removed the Create a video note attachment topic and updated
the Create and insert a video note in HTML editor topic.

February 6, 2020

Updated the View assignment feedback topic to include new
workflow for accessing inline feedback.

Updated the View course progress against learning outcomes
topic to include information about learners ability to view quiz
attempts.

Removed all Brightspace Wiggio topics.

January 2, 2020

Updated the Change personal settings in Brightspace Learning
Environment topic to specify 4000 character limit for Personal Info
fields.

November 7, 2019

Updated the Search for courses and self-enroll using Discover
topic to include the option to self-unenroll from courses.

Updated the Create a video note attachment and Create and
insert a video note in HTML editor topics.

Updated a note in the View course progress against learning
outcomes topic to reflect that the lang term for Standards depends
on a config setting.

Removed Participate in a poll during a live CaptureCast event.

September 5, 2019

Updated the Create Activity Feed post topic with information about

new attachment workflow and inline rendering of attachments.
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Find your Brightspace username

Your organization sends you an email containing your username for accessing Brightspace
Learning Environment. The subject line of the email varies by organization, for example, <school
name>: Enrollment Confirmation. If you did not receive an email with this information, contact
your organization. For example, if you are a student, contact your Registrar's Office.

In addition to your username, the email contains a link to set up a password and a link to log in
to Brightspace Learning Environment.

Tips:

The email address you should check is the same email address that your organization
account is associated with. For example, if you are a student, the email address usually
has the school name or acronym after the “@” sign.
e The subject line of the email varies by organization. For example, the subject line might
be: <school name>: Enroliment Confirmation.
e Passwords must be between 8 and 50 characters. For enhanced security,
D2L recommends including lowercase and uppercase alphabetic characters, numbers,
and symbols.
e To easily access Brightspace Learning Environment in the future, D2L recommends
bookmarking the log in page in your favorite browser.
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Log in to Brightspace Learning Environment

Note the following:

N —

If this is your first time accessing Brightspace Learning Environment, you may not be
enrolled yet. For example, if you are a college student, wait until the start date of the
semester to log in. If the start date has passed and you are still unable to log in, contact
your Registrar’s Office to verify that you are enrolled and that you are using the correct
login credentials.

If you receive a message that your account has been locked, this means that you have
unsuccessfully attempted to log in to Brightspace Learning Environment six times. Try
logging in again in 15-30 minutes.

If your organization has more than one active locale option available, you may be able to
select a different language for your login page. To change your language setting, click on
the language that appears on the page and then, select your preferred language.

From a supported browser, browse to the URL provided by your organization.

Enter your Username and Password.

Tip: If you forget your password, click Forgot your password. Your organization sends
you a password reset link to the email address associated with the username you specify.
Click Log In.
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Navigate Brightspace Learning Environment

To navigate Brightspace Learning Environment

The following common interface elements help you navigate Brightspace Learning Environment:

1 i 8 0 6 06 g
|[#| Astronomy 101a zen |EI =|[ £ H.,hm,.m,_.

ooo

Help Content Calendar Discussions Assignments Quizzes Grades Classlist Course Admin @

'Astronomy 101 .

Announcements v Calendar
Field Trip x b
Posted MNow 5. 2007 10:00 AM Wednesday, September 26, 2018

Please make the following dates available

Upcoming events -

Interested in Volunteering? x

Posted Oct 28, 2007 3:00 PM There are no events to

display.
Qur department is hosting an Astronomy Workshop for elementary students in the

local schools interested in astronomy. If you are interested in volunteering for this
one day event please fill out this survey

1. Minibar - The minibar is always visible and helps you navigate Brightspace Learning
Environment.

2. My Home - Returns you to your organization's homepage. You can usually find important
information from your organization on the homepage.

3. Course Selector - Use the course selector to access your courses. For easy access, you
can pin your courses to the top of the list.

4. Messages - Notifies you about unread mail and instant messages from instructors and
other learners.

5. Subscriptions - Notifies you about new blog posts, subscribed discussion forums, topics,
and threads.

6. Updates - Notifies you about new and updated announcements, due dates and end
dates, and grades.

7. Username - Allows you to make changes to your user profile, notifications, account
settings, and log out.

8. Navbar - Provides links to course-specific tools, for example, Discussions, Assignments,
and Quizzes. The navbar may change depending on your course.

9. Course Homepage - Provides quick access to important information related to the
course, for example, announcements and calendar items. The course homepage for each
course may be different.
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Change personal settings in Brightspace Learning
Environment

From your username on the minibar, you can make changes to your user profile, notifications,
account settings, and log out.

To change personal settings in Brightspace Learning Environment

L ] Jonathan Breck
=& ¢ [

og
ooog
oo

Class Progress ePortfo profile
My Portfolio
Notifications
Account Settings

Progress

Log Out

2. Click a setting:
Note: Depending on your permissions and what tools are enabled, additional settings may
appear.
o Profile - set your profile picture, contact information, social networks, education
information, work information, and personal information.
Note: All long text fields under Personal Info are limited to 4000 characters each.
e About profile pictures:
e The recommended size for profile pictures is 100 by 100 pixels.
Uploading a differently sized image could result in loss of quality,
stretching, or cropping.
e The maximum file size allowed for profile pictures is 1 MB. If you
attempt to upload a larger file size, it will fail to upload.
e Accepted file formats for profile pictures are: JPG, JPEG, PNG, and
GIF.
e Your profile picture displays in all of your courses in areas such as
Discussions and Classlist.
e If you do not upload a profile picture, the navbar displays your initials in
the user-profile badge. This displays in the Brightspace Learning
Environment navbar and Activity Feed.
¢ Notifications - control how you receive notifications about activity in your courses.
You can receive a periodic summary of activity, or receive individual notifications as
things happen. Specifically, you can:
e download Brightspace Pulse to help you stay connected and on track with
your courses.
e set your contact methods (email address and mobile number).
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¢ set how often you want to receive an email summary of activity for each of
your courses.

¢ under Instant Notifications, set individual notifications for activity in specific
course components such as announcements, course updates, and when you
are tagged in discussion posts and threads.
Note: To receive content-related individual notifications, D2L recommends
using the Brightspace Pulse mobile app or select the Email option for the
individual notification type.

e set custom notifications for grade values, and current and future courses.

e exclude specific courses from notifications.

e Account Settings - change settings for fonts; dialogs; Brightspace Editor; reading
content; video; locale and languages; time zone; pseudo-localization; signing in;
applications; discussions; email; and metadata.

Note: If you are traveling outside of your original continent and / or time zone,
update your continent and time zone settings to accurately reflect assignment and
activity due dates.

e Log Out - log out of Brightspace Learning Environment.
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View my accommodations

As a learner, you can view your accommodations from the Classlist. A granted accommodation
could be in the form of additional time, a time multiplier, or the ability to bypass certain
restrictions that can impact the use of third-party software in a quiz setting. When an
accommodation is set, it applies across all future quizzes.

1. On your course homepage, click Classlist. The list of learners in your class displays and
if you have any applied accommodations, the accommodations icon appears next to your

Classlist  Content  Surveys  Assignments Discussions Self Assessments
Email Classlist

Send Email

Q, | Show Searc
View group enroliments

S Email QR instantMessage @ Print  VieWbIog

Image Last Name o, Fit
Bond, Hanr\ahEI ®

3. Once you have viewed your accommodations, click Done.
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Log out of Brightspace Learning Environment

-_—

On the minibar, click your username.
2. Click Log Out.

ooo
ooog
ooo

L ] Jonathan Breck
=& o M

Class Progress ePortfo profile
My Portfolio
Notifications
Account Settings

Progress

Log Out
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Search for courses and self-enroll using Discover

To provide you with greater flexibility and control over your personal learning goals, the Discover
tool allows you to search for active courses in your organization and self-enroll in them. You can
also self-unenroll from the courses you self-enrolled in.

When you initially launch Discover from the navbar, the Discover homepage displays. To easily
browse courses by category, the Discover homepage organizes unenrolled courses into
sections:

e The New section includes courses added to Discover within the last 6 months. By default,
the 4 most recently added courses display. To display all courses added to Discover
within the last 6 months, click View All.

e The Updated section includes courses updated within the last 6 months. This includes
courses with updated course titles or descriptions only; courses with updated course
content do not display in this section. By default, the 4 most recently updated courses
display. To display all courses updated within the last 6 months, click View All.

e The Featured section includes courses promoted by your organization, typically popular
courses or courses your organization wants to promote, up to a maximum of 4 courses.

@ukewlm 2 0 Q
Dhcover Classlist  Assignments  Quizzing  Discussions  Move v
Discover O Browse AN Content

Upgrading To Microsoft Excel and Other Tools to Improving Presentations and Staying Focused and Decrease
Windows Vista Tips Increase Efficiency Engaging your Audience Procastination
COURLZ4 » Fall Semester COURI2E » Fall Semmester COUR124 » Fall Semester COURL2E » Fall Semester
@ Course @ Course Q Course @ Course

New Regulations for Money Management Financial Brokers and Managing

Financial Consulting

. COURI2Z4 « Fall Seemester
COURY24 » Fall Semester COURIZ4 o Fall Semester COURL2E » Fall Semester

@ Course @ Course @ Course @ Coune

Managing Client Aceounts and Investing Broker Accounts

Figure: Courses organized by sections on the Discover homepage
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After you enroll in a course, the course is removed from the Discover homepage. To view the
enrolled course in Discover, click Browse All Content on the Discover homepage, and then
sort by Already Enrolled. All of your enrolled courses display in the search results.

< Back to Discover Q |

1-20 of 159 results Sort: Already Enrolled

Advanced Drug Info

Accounting Information Systems

Figure: Search results in Discover sorted by Already Enrolled

Note the following:

e Only courses that allow self-enrollment (configured by course administrators or
instructors) appear in the search results.

e You can enroll in a course prior to its Start Date (if configured), but you cannot enroll in a
course past its End Date (if configured).

e Discover uses fuzzy search to match the course title and description. For example, typing
"chemistry" may return search results for "biochemistry" and "chemistry".

e From Discover, you can open an enrolled course in Brightspace Learning Environment. In
Discover, navigate to the enrolled course, and from the course details page, click Open
Course.

e Depending on how Discover is configured in your organization, courses may be
organized by one or more of the following sections on the Discover homepage: New,
Updated, All, or Featured.

To self-enroll in a course

1. From the navbar, click Discover.
2. From the Discover homepage, do one of the following:
e Browse for the course by sections.
¢ In the search bar, enter terms that match the course title and description. If you
don't find what you're looking for, try using a different search term or click Browse
All to view all courses.
Tip: From the search results, click Sort and choose a category to sort your search
results. Available categories include: Most Relevant (default), Updated, New, and
Already Enrolled.
3. Select the course you want to enroll in.
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4.

From the course details page, click Enroll in Course.

To self-unenroll from a course

1.
2.

From the navbar, click Discover.
From the Discover homepage, do one of the following:
¢ Click Browse All Content, and then sort by Already Enrolled. All of your enrolled
courses display in the search results.
¢ In the search bar, enter terms that match the course title and description.
Select the course you want to unenroll from.
From the (...) Options menu on the course details page, click Unenroll.
Note: The Unenroll option appears only if you assigned yourself to the course.
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Navigate course content in the classic Content experience

In the classic Content experience, use the Content tool to access course materials, complete
required activities, and monitor your completion progress on topics contained within each course
module.

An overview of the Content tool

P Overview O &rin

E? Cyeeiiond The Introduction to Astronomy course provides a valuable introduction to some of the powerful
and mysterious elements of our solar system. Modules 1 through 6 focus on the cyclic nature of
sunspot activity and how when combined with solar winds, this activity impacts the planet Earth. It
describes how sunspots represent regions of strong magnetic activities and lower temperatures,
Y Course Schedule and reviews how space weather impacts our planet. The course also includes several interactive
activities to keep learners engaged and assess their comprehension of the course material.

D Bookmarks

© ®© ©® o

Table of Contents

=]

H!

Solar Interactions on

Earth

September 1 - Decem... ” e :
Astronomy 101: Course Outline

Sunspots Welcome!

October 2 - Decembe...

H

This course will provide a general introduction to contemporary astronomy. Unfortunately
it is impaossible in one semester to do justice to all potentially interasting topics. After
§ beginning with about three weeks of discussion of some “natural phenomena” and some of
The Solar Wind and t.*egneeaged ideas from physics, we will spend about half of the semester studying the broad
Space Weather area of stellar astronomy. During this part of the esurse we will also introduce many of

the areas of physics necessary to appreciate the origin and evolution of stars. What topics
October 18 - Decemb... sfter stars? Jnf’onuna:eiv it ;ir.—.pé',' is not possibla 1ao do justice to both the subject of salar
system astronomy (the Sun and the planets) and that of the larger universe jour galaxy
other galaxies, and cosmology). So, how about a sporting propasition here? As we near the
end of our work on stars, | will call for a vote! Would you like to study galaxies and t
Weather on Earth universe, or would you like to study our Solar System? I'll make the decision if the vote is
closaly split, but will go with your wishas if 3 strong preference is indicated.

a

Effects of Space

a

MNovember 6 - Decem...

1. When you access a course's Content tool for the first time, the first page you land on is
the Overview, which instructors might use to post the course syllabus and introductory
material. You can print and download a course syllabus directly from the Overview page.
If your instructor has left the Overview blank you will not see it listed and you will land on
the Table of Contents.

2. Topics you bookmark appear in a list on the Bookmarks page. The number beside the
Bookmarks link indicates how many bookmarks you have.

3. The Course Schedule page lists course material due dates, start dates, end dates,
overdue course activities, and all events within the course from the Calendar tool for the
next seven days. The number of overdue items in the course appears in red. Course
events are also listed in the Calendar tool. Only topics with a set due date but no end date
or an end date later than the due date appear on this list since you must have time
remaining after the due date to access and complete the topic. The Overdue tab only
appears if you have content topics that are not complete by the set deadline. The number
of overdue topics in the Overdue tab appears in red beside Course Schedule in the
Content menu. When you access an overdue topic, it disappears from the list in the
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Overdue tab. When you complete all overdue topics, the Overdue tab disappears from
the Course Schedule area.

Note: Adding a due date to a content item that is associated to an assignment will
override an end date that is also set on the same assignment.

4. The Table of Contents panel lists all modules available in your course. If numbers
appear beside each module name in the Table of Contents panel it indicates that topics
are being tracked for completion, and that you have a number of topics you have not
accessed.

5. Print your course outline or navigate to a module's landing page to print a module's
outline.

Print PDF files in Content Classic

Users in Classic Content can print a PDF file, such as a topic or course overview, by clicking the
Print button. This button is found below the PDF viewer.

To print a PDF file:

In Content Classic, navigate to a PDF file such as a topic or course overview.
Click Print.

Select the printer or PDF driver you want to use and click Print.

Access course content using the ReadSpeaker docReader
integration

The ReadSpeaker docReader integration provides audio rendering of supported document
types in the Content tool. If your organization has enabled this feature, you can hear audio
playback of the following document types:

ePub (.epub)

Microsoft Excel (.xls, .xIsx)

Microsoft PowerPoint (.pps, .ppt, .pptx)
Microsoft Word (.doc, .docx)
OpenOffice/OpenDocument Presentation (.odp)
OpenOffice/OpenDocument Spreadsheet (.ods)
OpenOffice/lOpenDocument Text (.odt)
Portable Document Format (.pdf)

Rich Text Format (.rtf)

When you select ReadSpeaker docReader, a new content viewer appears with volume and
playback controls.
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Within a Content topic, on the Content viewer page, click Open with docReader in the topic
context menu or on the page.

Review completed SCORM objects in a course

When learners have completed a SCORM object in their course, they can go back to review the
content. When they open the object for the second or subsequent time, learners are prompted
whether they want to retake the content (which removes their existing score or completion flag),
or just review the content (which does not remove the existing score or completion flag).

Meeting accessibility standards in HTML authored content

Learners can use an accessibility checker in the Brightspace editor to ensure that the content
they add to Brightspace Learning Environment meets accessibility standards for their peers and
instructors.

The accessibility checker is available on the Brightspace Editor bar. After you add content to the
Brightspace Editor, you can click the checker to ensure that the HTML page meets conformance
to WCAG and Section 508 accessibility standards.

The accessibility checker reviews content for use of the following items:

Use of paragraphs as headings
Sequential headings

Adjacent links

Ordered list structure

Unordered list structure

Contact ratio of text to background colors
Image ALT text

ALT text filename

Table caption

Complex table summary

Table caption and summary

Table heading scope, markup, and headers

The checker indicates if there are no identified accessibility issues, or offers suggestions to fix
any found issues.

Use the Accessibility Checker on HTML-authored content

The accessibility checker gives you a way to ensure that the content you author in Brightspace
Editor conforms to WCAG and Section 508 accessibility standards. The accessibility checker is
available within the Editor for use within Content, Widgets, Quizzes, Assignments, Calendar,
Assignments, Discussions and any other tools where a user can access the Editor.
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1. Enter HTML content in Brightspace Editor.

v

3. If there are any compliance issues, read the report for suggestions on how to fix the issue.

Create and insert a video note in Brightspace Editor

You can use Video Note in several places throughout Brightspace Learning Environment,
including: Content, Discussions, Activity Feed, and even when grading and providing feedback
to learners.

Note: The ability to add video notes is controlled by a permission set by your administrator. If
you do not see the Add Video Note option, you do not have the required permission.

1. From Content, click Upload/Create and select Create a File.
2. Click Insert Stuff.
3. Click Add Video Note.
4. To record your message, click New Recording.
5. To finalize your message, click Stop Recording.
6. Click Next.
7. Enter a Title, Description, and select the Audio Language.
8. To generate captions automatically, select Automatically generate captions from audio.
9. Click Next.
10. Click Insert.

To upload a Video Note or to select an existing Video Note file:

1. In Brightspace Editor, click Insert Stuff.
2. Select Upload File or Choose Existing.

If you select Upload File, do the following:

1. Click Choose File and select the locally saved file you want to upload.
Note: You can only upload MP4, FLV, F4V, or MOV files that are less than 5.00 MB in
size.

2. Click Next, and enter a title and description.

3. Click Next, and then Insert.

If you select Choose Existing, do the following:

1. Select Video Note Search.

2. Enter your search terms in the Search Notes field, then select Search. You can also
perform a blank search to see all search results.

3. Select the Video Note you want to insert.

4. Click Add.
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Add closed captions to a video note

-_—

Create a video note in Brightspace Editor using Insert Stuff.
2. Using a text editing program such as Notepad (PC), or TextEdit (Mac) create a .vtt file
with the following format:

WEBVTT [Required on first line to indicate file typel

00:01.000 ==> 00:03.000 (start and end timestamp in minutes:seconds.milliseconds]

Insert Caption text here [Type the captions you want displayed during this portion of the video]
00:04.000 --> 00:08.000

Insert caption text here.

00:09:000 --> 00:14.000

Insert caption text here.

Save the text file as a .vtt file by including .vitt at the end of the file name, and setting the
file type to All files.

Return to Brightspace Learning Environment.

From Admin Tools, select Video Note Captions.

Search for the video note created in the previous steps and click it.

Click Choose File, locate the .vtt file created in the previous steps, and click Open.
Click Save Captions.

Click the Video Preview, and select the options menu (...).

Click Captions to change from Captions Off to Captions Default.

Play the video and confirm the closed captions are visible and display at the appropriate
times.

w

SO0 NOOA

_—

Note: For more information on creating .vtt files, visit How to Create A WebVTT File.
Ensure you follow the formatting exactly or the captions won't display. You can use any
compatible third-party captioning method to complete this process.

Reuse video notes

If you have created previous video notes, and if you have permission to search and insert video
notes, you can reuse video notes.

1. In Brightspace Editor, click the Insert Stuff icon.

2. Click Video Note Search.

3. Enter your search terms in the Search Notes field, then click Search. You can also
perform a blank search to see all search results.

4. Select the video you want to insert and click Next.

5. You can preview the video note before you insert it.

6. Click Insert.
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Navigate course content in the new Learner Experience or
in the Lessons Experience

As a learner you can access Content in three different views:

e C(Classic Content
e New Learner Experience
e Lessons Experience

New Learner Experience

If the content in your course appears like the image below, you are using the New Learner
Experience.

@ Course Syllabus

Completed 0/3

@ Welcome to Class!

@ Course Syllabus

@ Contact me

Unit 2 - Energy and Momentum Completed 0/5

Unit 3 - Scalars and Vectors Completed 0/4
Unit 4 - Atoms Completed 0/3
Unit 5 - Astronomy Completed 0/0

Figure: View of the table of contents when the new Learner Experience is enabled
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https://documentation.brightspace.com/EN/le/content/learner/content_tool_overview_for_learners.htm?Highlight=navigating%20course%20content

In the new Learner Experience, the table of contents allows you to explore all available content
within the course (modules, topics, activities). At any time, you can choose an available module
to view; you aren't forced to view modules in a specific sequence.

When you initially access a course, a Get Started tile prompts you to start the first course
module. When you finish viewing content and come back to the course later, a Continue tile
displays, allowing you to quickly resume from where you last finished viewing content.

When you navigate to the Table of Contents, only top-level units and the active lesson are
expanded. All other modules are collapsed. When you expand a module (unit or lesson), a
temporary placeholder appears for each expected topic and module while they are being
retrieved and rendered. When you click a unit or lesson name, it expands or collapses the
contents of the module. To view the module description and topics within the module, click
Launch Unit or Launch Lesson.

The table of contents also provides activity completion tracking information, which details your
progress in course modules. This helps you see the completion status of topics in each module
and easily identify which modules you haven't started.
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Start Here Completed 2/3

Unit 2 - Energy and Momentum Completed 2/5

@ Wonderful world of Mass and Velocity v

@ Energy never dies! v

B, Lab - Mass of bouncing balls

Video: Introduction to Conservation of Momentum with
Demonstrations

Let's Talk Velocity(raptors)

Unit 3 - Scalars and Vectors Completed 2/4

Unit 4 - Atoms Completed 0/3

Unit 5 - Astronomy Completed 0/0

Figure: View of the Table of Contents with a module expanded , the Launch Unit button, and
completion status
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In the new Learner Experience, when you decide what you want to view, click the item from the
table of contents. The item displays in a full screen viewer, allowing you to focus exclusively on
the content, free from distractions in the interface.

£ Back to Content X Video: Introduction to Conservation of Momentum with Demanst @ @

Grade § Schence » Unit2of 5

Unit 2 - Energy and Momentum

\ o8 = 1
1 A
fideo: Ink b S . = + o % #
Video: Introduction to Conservation of 3 - W =4 e a2 ¢ H
Momentum with Demonstrations = -_,—'l‘ AT -

ol
el -

Let's Talk Velocity{raptors

Yy

End of Unit

Figure: View of the full screen viewer with the navigation menu open

From the title bar, navigate sequentially through content by clicking the arrow buttons or choose
specific content to view by clicking an item from the navigation menu. At any time, you can
return to the table of contents by clicking Back to Content.

To provide you with more contextual course information in the new Learner Experience, a
section in the navigation menu displays the name of the course and module progress.

Note: At this time, the new Learner Experience does not support downloading and printing
content. As a workaround for printing content, use your browser's print functionality.

When you reach the end of a module, a dynamic page congratulates you on your achievement
and displays completion status information for the module. If applicable, a reminder about
incomplete content displays. Clicking on an item in the list takes you to that content. To return to
the table of contents, click Back to Content.
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€ Back to Content » End of Unit @

English LitEV &« Unit2of 5

Unit 2 - Energy and Momentum =

@ Wonderful world of Mass and Velocity i 3/5

@ Encrgy never dies! o
Nice work so far!

B, Lab - Mass of bouncing balls

These are the pieces left to complete this unit:
oo Video: Introduction to Conservation of

Momentum with Demonstrations
E, Lab - Mass of bouncing balls
-

Let's Talk Velocityiraptors) Let's Talk Velocityiraptors)

End of Unit
Back to Content

Figure: Completion tracking in the new Learner Experience

When you complete your course session, ensure that you end the session properly by using the
Log Out option on the Learner menu:

Lessons Experience

If the content in your course appears like the image below, you are using the Lessons
Experience.
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4 o =
Start Here . 1) oo
[ Listen | B

@ Welcome to Class!
E] Course Syllabus

E Contact me

Dear Samantha,

Unit 2 - Energy and

Mamentan Hello! My name is Mrs. Brown and I'm your grade 9 Science

teacher.

I'm so excited to meet you and have you in my class this year.
Unit 3 - Scalars and Vectors We are going to have a fabulous school year full of fun and N
learning!

-
Unit 4 - Atoms U_"
‘\ "‘

Unit 5 - Astronomy

Figure: Course content in the Lessons Experience

In this experience, Learners can navigate the course using the table of contents on the left.
When a Learner selects an item on the left, the content displays to the right of the table of
contents. Any sub-modules display in the table of contents, below the selected module.

When you complete your course session, ensure that you end the session properly by using the
Log Out option on the Learner menu:

Note: Currently, although completion of topics is tracked, completion status is not available
directly in the Lessons Experience. Learners can verify their progress of content topics using
Class Progress.
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Using Blackboard Ally to view alternative accessible
formats of content

Blackboard Ally is a content accessibility service licensed directly from Blackboard. It generates
alternative accessible formats for files in the course content. In addition to the original format,
Blackboard Ally provides the following alternative formats:

Tagged PDF (for mobile)
HTML

ePUB

Electronic Braille

Audio

Note: If there is metadata or embedded security in a document, you are unable to create
alternative accessible formats.

To view an alternative accessible format in a course module:
1. Click to select a document from a course module.
2. Click Alternative formats.
3. Select an alternative format from the available list.

For more information, see Blackboard Ally Help.
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View live or recorded webcast presentations with
Brightspace Capture

Brightspace Capture enables you to view CaptureCast presentations as part of course content.
If you are a user with access to Capture Portal, you can access live webcast presentations with
your computer or mobile device, look for scheduled live events from the Capture Calendar page,
interact with other attendees and presenters through chat, and view presentations on-demand
after past live events and offline recordings are published. If you are a Brightspace Learning
Environment user, you can view live events and on-demand CaptureCast presentations in your
course content.

View an on-demand CaptureCast presentation

You can view live and on-demand CaptureCast presentations from the following locations:

Brightspace Capture Portal

Linked directly from the Capture widget on your course homepage
Embedded as course content in Brightspace Learning Environment
Embedded as LTI objects in alternative learning management systems
Embedded elsewhere via the EMBED method

Search and navigate a CaptureCast presentation

1. Hover over the timeline bar to see a thumbnail view of the chapters in the presentation.
2. In the thumbnail bar, do any of the following:
¢ Click on a thumbnail to navigate to a particular chapter and / or time in the
presentation.
o Enter a search query in the text box at the bottom of the menu to search within the
presentation for specific chapters or sections of the transcript if available.

Send a message to all CaptureCast participants in a live chat

1. Inthe live event Chat tab, type your message in the Send a regular message text box.
2. Press Enter.

Ask a general question in a live CaptureCast event chat

General questions are reviewed and answered at the discretion of the presenter.

1. In the Chat tab, type your message in the Ask a question text box.
2. Press Enter.
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Private message a participant of a live CaptureCast event chat

Messages entered in a private chat are only visible to the person that you are communicating
with.

1. Inthe chat attendance list, click a participant’s name.
2. Inthe text box, type your message.
3. Press Enter.

Add comments and replies to an on-demand CaptureCast
presentation

You can create public and private comments for a presentation after it is published to the
Brightspace Capture Portal. Public comments are visible to all users of the portal and cannot be
edited once they are posted. Private comments are personal notes that only you can see. You
can also link your comments to a particular time stamp in the presentation.

You can reply directly to your own and other viewers' public comments.

1. In your Brightspace Capture Portal, on the Home page or Published Events page, click
the presentation that you want to view.
2. Do one of the following:
¢ In the Post a comment field, type your comment.
¢ If you want your comment or reply to reference a specific time in the presentation,
pause the presentation at that point in time. In the Post a comment field, type your
comment. Select the Link to the current play position check box.
Note: You can only link to one play position per comment.
¢ |f you want to make the comment private, select the Make this comment private
check box.
Note: Once you post a public comment, you cannot edit it.
e If you want to enter a reply to an existing comment, click Reply and enter your
comment in the Post a comment text field.
3. Click Post Comment.
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View course announcements with the Announcements tool

Use the Announcements tool to read instructor messages, course information, and other
Announcements updates.

Announcements items appear in the Announcements widget, but you can also receive instant
notifications about postings through email, SMS, and RSS feeds.

Global Announcements items appear in the same My Home, Course Home pages, and
Announcements widgets as course-related Announcements items.

Subscribe to an Announcements RSS feed

You can subscribe to an Announcements RSS feed and receive daily updates of all
Announcements items in an RSS reader. This allows you to access an aggregate of
Announcements items without logging into Brightspace Learning Environment.

1. On the navbar, click Announcements.

2. Do either of the following:
¢ On the Announcements page, from the More Actions button, click RSS.
o From the Announcements widget menu, click RSS.

3. From the Subscribe to the feed using drop-down list, select an option.

4. Click Subscribe Now.

Enable notifications in Announcements

You can sign up to receive immediate text or email notifications when new and updated
Announcements items appear.

Before you begin: You must set up a contact method before subscribing to notifications.

1. From your personal menu on the minibar, click Notifications.
2. For the Announcements - item updated option and Announcements - new item
available option, select if you want to receive email or SMS notifications.
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Manage course events with the Calendar tool

Use the Calendar tool to arrange and visualize course events in multiple views and enable
integration of course content and your Calendar. You can use iCal to synchronize the Calendar
tool to your personal calendars (such as Outlook and Google Calendar, as well as iPhone and

Android).
To navigate the Calendar tool

Agenda Day Week  Month  List S Print & Settings W Subscribe Q
e « * Feb3, 2013 -Feb9, 2013 @ intro to Shakespeare |+ o ‘ February 2013 'o
San Mgn Tie wWed Thu Fri Sat
B oo ool oonoan s o
| N 5 3 7 8 5
Sun 3 Mon 4 Tue 5 Baking and Pastry Management = = - v o = ~
| @ Chemistry 223 = 17 18 14 n n n »n
all day @ English 101 " M 15 ] w ]
|
| @ Intro to Shakespeare
B:00 AM | o
| ® i's Rocket Science » Tasks (2) -
3:00 AM |
Liberal Arts
. “ Teday (1)
10:00 AM ® Science
_ Purchase kitchen kit (coat, standard apron, ... 3
11:00 AM | @ Umapaciiic Comrne : Overdue Dec 7, 2012
o AR
100 PM Upcoming (1)
Return Lib: Books
2:00 PM e Lirery So 3
Due Feb 12, 2013
3:00 PM - .
Calendar views Calendar content Calendar menu | Mini calendar | Task pane

1) Use the calendar views area to toggle between different event display layouts. Use the
Agenda view to group your course events by Date, Course, or Category - events display in
chronological order, and all-day events display at the top of each grouped listing. Use the Day,
Week, and Month views to group your events in daily, weekly, or monthly increments. Use the
List view to filter your events by Assignments, Checklists, Discussions, Grades, Materials,
Modules, Quizzes, and Surveys.

2) Use the calendar content area to navigate through your content. Navigation will vary
depending on the view you select.

3) Use the calendar menu to select multiple calendars to display, change the color scheme
associated with individual calendars, and add new calendars.

4) Use the mini calendar to navigate quickly to a specific day, week, or month.
5) Use the task pane to create, track, and maintain personal tasks.

32
© 2021 by D2L Corporation. All rights reserved.



Import a calendar from your computer into the Calendar tool

You can add new events and update existing events by importing them from an external iCal file
into your Calendar.

On the navbar, click Calendar.

From the calendar menu, click the course you want your events to be grouped under.
Click Import Events.

To search for the iCal file containing your events, on the Import Events page, click
Browse. If you want to import the events into a specific group or section, in the
Attendees drop-down list, select the group or section.

5. Click Open > Import.

PO~

Change Calendar settings

On the navbar, click Calendar.
Click Settings.

Make your changes.

Click Save.

PON~

Subscribe to a calendar

Use iCal feeds to access your Calendar events outside of the learning tool. With iCal feeds, you
can view your course events in external calendars such as Microsoft Outlook and Google
Calendar, and on mobile devices such as iPhones, BlackBerry smartphones, and Android
phones.

Subscribing to an iCal feed syncs your external calendar application or device with the Calendar
tool, keeping you updated without logging in to Brightspace Learning Environment. Refer to your
device or application instructions for adding an iCal feed, as each application can have a
different method for managing iCal feeds.

On the navbair, click Calendar.

In the Calendar views area, click Settings.

Select the Enable Calendar Feeds check box.

In the Calendar views area, click Subscribe.

From the drop-down list, select which calendar you want to subscribe to, or select All
Calendars and Tasks, or Tasks Only.

abron-~
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Take a quiz

Use the Quizzes tool to take a quiz, review your quiz results, and see class statistics for a quiz.

To take a quiz

1.
2.
3.

On the navbar, click Quizzes.

On the Quiz List page, click on the quiz you want to take.

Read the instructions and details for the quiz, and when you're ready, click Start Quiz!.
Note: If you have any accommodations applied, the accommodations icon appears next
to your quiz time. This icon does not appear if your course-wide accommodation has been
overwritten by any quiz-specific special access, which may be granting you a different
time extension than your set accommodation.

Answer each question. As you complete the question, the answer will automatically save.
You can see which questions have saved answers in the Questions section of the quiz's
left panel. You can also click the question number in the quiz's left panel to go back to the
question.

To navigate between pages, click Next Page or Previous Page.

Click Go to Submit Quiz after you answer all quiz questions.

If you are not ready to submit the quiz, click the question number in the quiz's left panel to
go back to the question or if you are ready to submit the quiz, click Submit Quiz.

Note: Your organization may require you to use the Respondus LockDown Browser® to take
quizzes. You can click the Respondus LockDown Browser link in the Quiz Requirements section
to download and install it for free. You can then launch your quiz. If you have installed the
Respondus LockDown Browser already, the Start Quiz page will open automatically within it.
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Submit an assignment

The Assignments tool enables you to submit assignments in Brightspace Learning Environment,
eliminating the need to mail, fax, or email your work to instructors. Simply upload your
submission to the appropriate assignment and submit.

Understanding due dates and end dates

A due date is the submission deadline of an assignment in your course. This date is specific to
assignments only.

End dates are attached to assignments. The end date is the final date an assignment is
available for you to submit to, regardless of the due date. Once the end date of the assignment
is past, you are no longer able to submit, no matter what the assignment's due date is.

To submit assignments

1. From the navbar, click Assignments.

2. Onthe Assignments page, click on the assignment you want to submit to.

3. Follow the assignment instructions, and do one of the following:

e Type your assignment directly in the Text Submission field. When you finish your
written response, click Submit.

o To browse for the file you want to submit, click Add a File. You can attach files from
your local computer or storage device, a personal locker, a group locker, or
Brightspace ePortfolio. Enter any comments you want to submit with the file. Click
Submit.

e You can select Record Audio to add feedback. When you finish a recording, click
Add. Enter any comments you want to submit with the file. Click Submit.

e Click Mark as Complete to manually mark an assignment as completed.

4. If your instructor enabled e-rater ® Grammar feedback, to view grammar feedback on
your assignment, on the Submission History page, click the View e-rater® grammar
feedback link in the Inline Feedback column.

e If your assignment allows multiple submissions, you can incorporate any grammar
feedback and resubmit your assignment.

Notes:

e |f the assignment is Turnitin enabled, the file you submitted is pre-validated at the time of
submission to ensure it is within the Turnitin file type and size requirements.

e |f GradeMark or the OriginalityCheck has been enabled, you can view your Submission
ID within your Submission History page.

¢ Depending on your course settings, you may be able to view any rubrics which are used
to evaluate your work directly on the submission page.
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View assignment feedback

Tip: You can also view assignment feedback from User Progress and Grades.

1. On the navbar, click Assignments.

2. From the Assignments page, locate your assignment, and click Unread in the
Evaluation Status column.

3. From the View Feedback page, you can view your submission feedback, rubric
assessment, and grade.

4. If your instructor added annotated feedback to the assignment, click View Inline
Feedback. The annotation view opens in a new tab, displaying annotated feedback using
highlighting, free hand drawing, shapes, and associated commenting.

5. To download the annotated assignment as a PDF, click Download.

6. When you are finished viewing feedback, navigate back to the View Feedback page and
click Done.
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View your grades

Use the Grades tool on the navbar to check your grades on assignments and tests. You can see
your individual grades, as well as the grade formula used to evaluate you. Depending on how
your grades are set up, you might be able to view comments and overall class performance
statistics as well.

Note: Bonus grade items are displayed without the grade formula because they are added to
the final grade after other calculations and may not adhere to the established grade scheme.
Therefore, you can only view the numeric value and possibly the weight of a bonus grade.

How do | know when my grades are available?

You can sign up to receive immediate text or email notifications when a grade item is released
or updated.

Note: You must set up a contact method before subscribing to notifications.

1. From your personal menu on the minibar, click Notifications.

2. Select if you want to receive Email or SMS notifications for the option Grades - grade
item released or Grades - grade item updated.

3. Click Save.

Where do | go to view feedback for quizzes, assignments, and
discussions?
First, verify with your instructor that feedback is available for viewing.

If your instructor informs you that feedback is available for the activity, you can view the
feedback from the respective tool. For example, to view assignment feedback, go to the
Assignments tool, Class Progress, or Content.

Note: Depending on how Brightspace Learning Environment is configured in your organization,
you may also go to the Grades tool to see completed rubric feedback for assignments,
discussions, and quizzes.

Viewing Grade Item Exemptions

Learners can view the grade item exemptions in several locations in Brightspace Learning
Environment. On the My Grades page, exemptions are listed in the Grade column. Points and
weights that appear on the Grades page are controlled by instructors; however, the Grade
column always shows exempted grade items.
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How rubrics relate to your grade

Rubrics are used to assess your achievement on course activities (assignments and

discussions), based on predefined achievement levels and assessment criteria. They help
ensure that activities are evaluated fairly and consistently, and can enable you to view the
grading criteria before submitting activities.

Written Communication

Sequencing

Advanced
4 points

The writing's
structure is not
only clear, but
engaging.
anticipating the
reader’s reactions
and holding their
attention

throughout.

Well done! Huge improvement.

Transitions

Total

Figure: Graded rubric feedback for an assignment

The text lows
naturally from ane
idea to the next,
creating moments
or intrigue and
surprise.

Proficient
3 points

There is a clear
structure to the
writing, and ideas
are presented in a
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Transitions from
one idea to the
next are clear.

Developing
2 points

Some ideas and
rnnroptr. are out
of place, Readers
may sometlimes
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struggle to
understand the
writer's intent.

Some transitions
are clear, others
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Beginning
1 point

Ideas are not 454
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logical order. The

sequence of topics

is consistently

confusing for the

reader.

The writing jumps 3/4
erratically from

topic to topic with

few transitions to

help orient the

reader

7/8

Rubrics are associated directly with course activities, so you may have the option to view the
criteria used to assess your activity before you submit your work. However, in some cases, your
instructor may choose to hide a rubric for an activity until it is graded and feedback is published.
This may be done to prevent learners from using rubrics as answer keys for activities. For
example, your instructor may describe assessment expectations in assignment instructions,
hiding the associated preview rubric. Once the assignment is graded, your instructor releases

the graded rubric as part of your assessment details.
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The graded rubric for the activity includes achieved criteria, personalized feedback, and score.
In some cases, the activity includes a link to the graded rubric. For example, a discussion shows
instructor feedback, score, and a link to the graded rubric.

When you are notified that your grade for an activity is released or updated, you can view the
feedback from the respective tool. For example, to view assignment feedback, go to
Assignments.

Note: Depending on how Brightspace Learning Environment is configured in your organization,
you may also go to Grades, User Progress and Content to see completed rubric feedback for
activities. In User Progress, you can only see the names of the rubrics if there are multiple
rubrics attached to an activity.
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View course achievements with Awards

The My Awards tool enables learners to see merit-based awards granted by instructors of a
course. 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 represent accomplishment throughout a course or program. Badges
do not contribute to achieving a passing grade; however, badges are awarded for achievements
that also can contribute to the type of work ethic that results in a passing grade. For example, an
instructor might create a badge that is based on posting 15 discussion posts in the first month of
a course, or on perfect attendance, or on academic excellence. These items are the types of
trends that can help a learner to succeed in a course or program.

Certificates are also awarded based on criteria determined by the instructor. Certificates are
similar to Badges; however, they include a PDF that learners can print. Certificates typically
indicate an official statement of certification or award at the end of a program, but can be
awarded during the course for other criteria as well. Certificates can be awarded based on
achieving a milestone that a learner can use for further academic or career success, such as
passing a practical exam. Certificates also do not contribute to achieving a passing grade.

You can view the awards you've earned and the awards available to be earned in the My
Awards tool. All awards are displayed as images and you can click on an image to view more
details. You might also be able to view awards in the Awards Leaderboard widget on your
course homepage.

About new award notifications

When you earn a new award, you are notified in Brightspace Learning Environment, and
depending on how your instructor has configured the natification, you may also get a notification
email.

When you log into the course offering in which you earned the new award, a popup appears to
congratulate you. You can click View Awards to open the My Awards tool and view all your
awards. All awards are displayed as images and you can click on an image to view more details.
If you have earned more than one award, a Next button appears on the pop-up so you can
move ahead to view subsequent awards.

Subscriptions alerts on the minibar also displays a notification about new awards.

To view awards

On the navbar, click Awards.

To see the awards you've already earned, click My Awards.

To filter the awards that appear, click All, Badges, or Certificates.

To view all the awards you've earned in the courses you have participated in, select
Include awards from other courses.

PN~
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5. To view the other awards that you have not yet earned in the course, click View Available

Awards.

Share earned awards

Earning awards in a course is a great accomplishment. You can share the good
Announcements with others by sharing the award to your Brightspace Learning Environment
user profile, Brightspace ePortfolio or to Mozilla Backpack.

Note: An administrator must turn on the ability to share awards to Brightspace ePortfolio or
Mozilla Backpack. Visit https://support.mozilla.org/en-US/products/open-badges/display-badges
for more information on Mozilla Backpack.

1.
2.
3.

o

On the navbar, click Awards.

Find the awards that you want to share.

If you want to filter awards to the specific course you are currently viewing, clear the
Include awards from other courses check box.

Click the Share link on the award you want to share.

Select the location where you want to share the award.

Click Close.
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View course progress with the Class Progress tool

The Class Progress tool helps track your progress in a course by measuring the completion of
different progress indicators. You may want to use the Class Progress tool to keep track of your
course-specific assignments and feedback. Instructors can use the Class Progress tool to track
your overall progress in the course and prepare progress reports.

Progress reports are available for the following progress indicators: Summary, Grades,
Standards, Objectives, Content, Discussions, Assignments, Quizzes, Checklist, Surveys,
Login History, and System Access History.

Note: Based on your organization's settings, the Standards tab may have a different label, for
example, Learning Outcomes. In addition, some of the tabs may not display.

To view your course progress in the Class Progress tool

From the navbar, click Class Progress. The Summary tab displays.

TR . Ali i
m cI:uza ine Progress Summary @ Print @ Help
aline.souza
English Language and Grades
Literature [ [}
Summary Grades Received: 4 b
Grades
Standards
Content
Discussions Standards

10 Standards available
Assignments

Quizzes

Checklist
Content

Survevs

To view details of your progress within each category, click the Expand icon. For example, the

Grades area displays all graded items and their feedback in the course. You may also see the

distribution of grades for the rest of the class. On this graph, a black dot represents your grade.
To view graded rubrics and feedback, click Feedback.
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English Language and

Literature
Summary
Grades
Standards
Content
Discussions
Assignments
Quizzes
Checklist
Surveys

Login History

Grades

Grades Received: 4

Nineteen Eighty-Four Essay Assignment

Merchant of Venice Essay Assignment

88 %

Last Modified: Jul 16, 2019 9:55 AM

87 %

L T T T T
0 10 20 k) a0

» Feedback

T T T T 1
80 T 80 (] 100

Last Modified: Nov 28, 2017 10:45 AM

Great essay Aline! You seem to have a firm grasp on the concepts that we discussed in the course
content. You could further refine your thesis to create a stronger argument in a future iteration.

B8 View Graded Rubric

10/ 12 Level 3

Note: This assessment information applies to other categories in Class Progress such as
Discussions, Assignments and Quizzes, making all of your grades and feedback accessible

from one location.

Other tabs in the Class Progress tool display more detailed information about your progress. For
example, the Content tab displays your progress in content. Each module has a progress bar
that displays your completion level. You can expand each module to see which topics you have

and haven't completed.

g | Souza, Aline
a aline.souza
English Language and
Literature
Summary
Grades
Standards
Content
Discussions
Assignments
Quizzes
Checklist
Surveys

Login History

Content Progress

Topics Visited Total Visits  Time Spent

1/30 1 0d Oh Om Os

Table of Contents

Introduction

0%
» 1 Topics, 0 Modules

Plays

14 %

» 2 Topics, 2 Modules
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@ Print @ Help

13% Completed: 4 /30

Completed: 0/ 1

Never visited

Completed: 1/7

Never visited
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View course progress against learning outcomes

To view a learner's progress against learning outcomes in a course, the Class Progress tool
includes a Standards tab. This tab displays a history of the learner's submissions and
assessments against all learning outcomes aligned to activities in the course.

Note: The language term used to describe learning outcomes depends on the value set for the
d2l.Languages.Terminology.LearningOutcomes configuration variable. For example, the
Standards link in Course Administration might be labeled Competencies, Expectations,
Objectives, or Learning Outcomes. In this topic, the configuration variable in tasks and screen
captures is set to Learning Outcomes.

For instructors, this enables them to:

¢ View all the learning outcomes that are aligned to assessment activities in the course, so
that they can understand the learning outcomes that their learners are expected to
demonstrate.

e View each learner's current assessment against each learning outcome, so that they can
alter or individualize instruction, based on the learner's performance.

e View a list of all the evidence that has been assessed for a specific learning outcome, so
that they can quickly familiarize themselves with feedback they provided for assessments.

For learners, this enables them to:

e View all the learning outcomes that are aligned to activities in the course, so that they can
understand all the learning outcomes they are expected to demonstrate in the course.

¢ View their current assessment against each outcome, so that they can understand their
progress against each learning outcome.

e View a list of all the feedback their instructor has provided for a specific learning outcome
so that they can understand where they might need to make more effort. If an instructor
has offered feedback for a hidden rubric, that feedback appears in the Overall Feedback
section in the Grades or Assignments tool. The rubric criterion title and description appear
above each feedback item.

Note: Feedback copied from hidden rubrics only displays for learners; it is not visible to
instructors as they have access to the rubric.

¢ |f the organization has provided the ability for learners to view outcomes aligned with

quizzes, learners can see if more than one attempt was made, and the results for each
attempt.

To view progress against learning outcomes:

1. Do one of the following:
e |f you are an instructor, navigate to Class Progress and select a learner to view.
¢ |If you are a learner, navigate to User Progress.
2. Click Standards. The overview for the course lists all the learning outcomes that are
aligned to activities in the course, with a mini-visualization of the last few assessments
made for the learner against each learning outcome.
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l ettt And Learning Outcomes Progress

arobbins
56586714
| » o,
tamatip 220 b CD 1 - Career Learning Outcome 1: Evaluate

Spring Semester

Summary =
* CD 2 - Career Learning Outcome 2: Engage
Grades
Learning Outcomes CDr 2.2 Evaluate the enwvironmental fit of a variety of work settings and roles I.I
Cantent
Discussions p CD 3 - Career Learning Outcome 3: Implement

Aszsignments

Quizzes b 1S 1.0 Academic Writing
Checklist i i
« |S 4.0 Critical Thinking
Surve;-s
Course Access i # 1 Bxariri I
Login History
Game Based Learning 15 4.2 Synthesize |

15 4.3 Validate I

Click a learning outcome to display the Learning Outcomes Progress page, which
provides a list of learner-submitted evidence related to the selected learning outcome. It
also displays a timeline showing the comparative evaluation levels for each evidence item
and a summary of feedback given on each activity. The Trend section displays a trend
visualization of assessments. The Evidence section displays a list of all the activities that
have been assessed.
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e AN Learning Outcomes Progress

arobbins
56586714
< > . v -
CD 2.2 Evaluate the environmental fit of a variety of X
Internship 2020 work settings and roles
Spring Semester
Surmmary Trend
Grades
Learning Outcomes
Content .
Discussions Feb
Assignments Evidence
Quizzes
- 1ml Internship Presentation Bastered .
Checklist Feb 19
Surveys ey solid proof that you aligned what you bearned with the right intemship. Good plan to
pursue for the futune too.
Course Access
Login History B, First Day Experiences Achieved ()
. Feti 19
Game Based "Eam'mg Great suggestions on future learning opportunities. Perhaps we can find one o two mone
for the future
E> Pretest: Asumptions - Attempt 1 Mastered i

4. Click an individual assessed learning outcome to view more specific details about the
assessment.

46
© 2021 by D2L Corporation. All rights reserved.



First Day Experiences Achieved
Internship 2020

B Instructions
B FRuvic
Instructions §® Feadback
% Outcomes
MNaw that you finished your first day on the job, provide a one-page overview highlighting
the fofowing: 4+ Back o Top
e
SCone: Aghiceed
Gende Valae:  Achiceed
Rubric
Criteria Esernglary Abovt Expid Ltk Al Expetrtationd Baslow
; 4 pirks T pindy 2 poinls 1 point ,_/
@ Succeusiully Sucoeusfully Soccewsiully Wiow Sdn't sha
corsrucied your cormtrucicd your condirucicd your Hirst-day
cﬂ"li‘l’.fh':ti P iy’ First iy cxpiviendes Tirst iy cnpeirionges CRPETRTCCS of
o xperiences and but Lackard isight tout prirvided o irvght
and insight. prowvidied inalght on on heww Lo v fraight on how 1o
T L e Tosrwiard. ncre foramnd
Tesrweard, Lo

Criterion Fesdhack

Great work sharing your first-day experience and providing irsight on how you want to move fonwand.

Identify a Identified J oF more Idenlified 2 relevant Redentifeed candy 1 Mo relevand b

Fustune relsvard keatning bearning FElvant kearning ROy W
z OpESriunilies b opporiunilics 1o pporiuity 1o Bukd shared

learning busild your carees bl o career. WO CAreET

opportunithes '

Criterion Erachack

Figure: Clicking a learning outcome displays the feedback and assessment area for the
outcome.
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Feedback

February 19 at 5:04 PM

QOutcomes

CD 1.2 Identify and research a wide variety of
career fields and opportunities

CD 2.2 Evaluate the environmental fit of a variety
of work settings and roles

CD 3.3 Understand and plan for future
educational pursuits (graduate school,
professional credentials, professional
development, etc.)

1S 1.1 Grammar

Assignment Submission

February 19 at 5:04 PM

> R-First Day
PDF

48

Not Yet Achieve |  Achieved
Mot Yet Achieve Achieved Mastered
Mot Yet Achieve Achieved Mastered
Mot Yet Achieve Achieved Mastered

Figure: The bottom of the details page contains feedback, achievement scales, and the
assignment submission.
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Reflect on your learning with the Self Assessments tool

Self assessments are a series of questions, similar to quizzes, that provide the opportunity to
reflect on your learning and course material comprehension. Responses to self assessments
are not graded; they are meant to help your instructor evaluate learner learning and their course
material on an informal basis.

Note: If you need to make a change to your self assessment response or delete a self
assessment, contact your course instructor.

From the navbar, click Self Assessments.

On the Self Assessment List page, click the self assessment you want to take.
Answer the questions.

Click Submit.

o~
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Create an Activity Feed post

Activity Feed is a course homepage widget that provides a central location for learners and
instructors to post messages that are visible to the entire class. For example, your instructor
might post reminders about upcoming assignments and links to course materials. Instructors
determine if learners can post Activity Feed messages. This feature may not be available in all
courses.

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:

1. Navigate to a course homepage with the Activity Feed widget available.
2. Click anywhere in the Create a post text box.
3. Enter a message
4. Optionally, add an attachment by doing one of the following:
U]
PO
48
e To attach a web link, click the o weblink icon.
[
an
e To insert videos from YouTube, Vimeo, and TED, click the ™ video icon and
add a URL.
5. Click Post.

Note: You may not see all the icons listed above. The attachment options are determined by the
permissions and integrations available at your organization.
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Find and contact other learners in your course with
Classlist

Use the Classlist to view who is enrolled in your course, send email messages or instant
messages, view shared locker files, and read their blogs if they have one.

To find and contact other learners in your course with Classlist

On the navbar, click Classlist.

On the All tab, select the check boxes beside the users you want to contact.
Click Chat or Email.

Enter your message. To add an attachment to your email, click Browse.
Click Send.

arwN=
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Share information using the Blog tool

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:

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.

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 [this option is only available if the Make entries public by default option is

by 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 fforit in the Feed Title field.

Persistence

Enter a value in the Persistencefield to determine how long blog entries stay in

your Blog Watch list. For example, if you enter 10, entries will remain in your
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Blog Watch for 10 days after being posted. If you set the value to 0, blog entries
remain in your Blog Watch indefinitely.

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.

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.

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.

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.
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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.

Publish your blog as an RSS feed

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~

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.

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.
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Create a personal chat with the Chat tool

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.

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.

To create a personal chat with the Chat tool

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.

aobroN=

Change your chat settings

—_—

On the navbar, click Chat.

2. Do one of the following:
¢ On the Chat List page, click Settings.
¢ Inside a chat, click Settings.

3. Inthe 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.

4. Select the check boxes for Bold or Italics.

5. Set an Alias Color.

6. 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.

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:
e Incoming Message Sound
e Person Enters Chat Sound
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e Person Leaves Chat Sound
8. Click Save.

Note: If you use a preferred name and do not have permission to manage your own Chat Alias,
your preferred name is still reflected in the Chat tool.

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. Chats appear in the
Chat Sessions list.

1. On the navbar, click Chat.

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

3. Inthe Start Date column, click the link.

4. When you are done reviewing the session, click Done.

Add or remove users from a chat

-_—

On the navbar, click Chat.

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

click View Members.

3. 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.

o 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.

e 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.
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Create a discussion thread

The Discussions tool is a collaboration area to post, read and reply to threads on different
topics, share thoughts about course materials, ask questions, share files, or work with your
peers on assignments and homework.

Note the following:

¢ Your instructor may choose to incorporate a word count as part of their assessment of
your discussion posts. When enabled, 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 you while you type in the Brightspace Editor (Discussions Reading View only) and it
also appears next to posts you create in the Discussions Reading View and Grid View.
You can view the word count for your posts only.

e 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.

To 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:

e 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.

OB WN =
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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.

View a discussion topic

If you are viewing a topic from the Discussions tool:

1. On the navbar, click Discussions.

2. 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.

3. 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. On the navbar, click Content.

2. Click on a module.

3. 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.

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

Reply to a discussion thread

1. On the navbar, click Discussions.

2. Locate the thread you want to reply to.

3. Do either of the following:

o To reply to the main thread post, click Reply to Thread.
e Toreply to a particular post inside the thread, or click Reply.

4. 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.)

5. 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.
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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
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.

6. Click Post.

Change discussion settings

1. On the navbar, click Discussions.
2. On the Discussions List page, click Settings.
3. Do any of the following:
e To show topics in the View Topic and View Thread pages, select the Always show
the Discussions List pane check box.
e To hide topics in the View Topic and View Thread pages, clear the Always show
the Discussions List pane check box.
e To automatically include the original post when replying, select the Reply Settings
check box.
4. Click Save.

Subscribe to a discussion

1. On the navbar, click Discussions.
2. 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.

3. Inthe 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.

4. Click Subscribe.

Unsubscribe from a discussion

1. On the navbar, click Discussions.

59
© 2021 by D2L Corporation. All rights reserved.



2. Do either of the following:
o 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.
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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.

e 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.
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| 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?
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.
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Upload, store, and share files with the Locker tool

Use the Locker tool to upload and store files in Brightspace Learning Environment. Locker
enables you to upload files from your PC, or to create new HTML files.

Your personal locker area is not course-specific. You can access the locker from anywhere in
Brightspace Learning Environment and store all of your files together.

Group lockers are restricted locker areas where members of a group can share files. Any group
member can modify files posted in group locker areas.

Group lockers have the same options as regular lockers with the following exceptions:
e The option to make locker files public is not available.

e There is an option to Email Group Members.
e There is a Modified By column that shows the last person to work on a file.

From the navbar, click Locker.

Find other learner's shared locker files

1. On the navbar of a course, click Classlist.

2. From the context menu of the user whose shared locker files you want to view, click View
shared locker files.

3. Click the file name you want to open or specify a file type in the Files of Type drop-down
list.
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Submit course feedback with the Surveys tool

Surveys are an excellent way to solicit feedback from participants regarding any aspect of a
course. For example, use surveys as a method of collecting course evaluations, mid-year
reviews, or researching people's learning styles and content delivery preferences.

1. Navigate to a course.
2. From the navbar, click Surveys.

Anonymous participation in a survey

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.

Why can't | create a survey?

The Surveys tool is designed to be an assessment tool in courses and provide a way for
instructors to solicit feedback from participants regarding any aspect of a course.
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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

© 2021 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 Solu¢cbes 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 d2l.com/trademarks for a list of other D2L marks.
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