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CONTENT

Create a Course Overview

* IntheNavbar, clickon Content

* Click on Overview inthe left panel

* Click on Add a welcome message, overview or
description

* Enter text, images, etc.

* Clickon Update

Create amodule: Content area

¢ |ntheNavbar, clickon Content

¢ Clickon Add a moduleinTable of Contents
* Enteraname

* Press Enter on keyboard

Add aTopic: File

* IntheNavbar, clickon Content

* Clickon amodulein Table of Contents

* Click on Upload/Create, onright hand side
* Clickon Uploadfiles

e Clickon Upload

e Select file from yourcomputer

* Clickon Open

e Click Add

Create a sub-module: Folder
* |ntheNavbar, clickon Content
¢ Clickon amodulein Table of Contents

* Clickon Add a sub-module on bottom right
* Enteraname

* PressEnter on keyboard

Add alink to an Existing Activity

* IntheNavbar, clickon Content

* Clickonamodulein Table of Contents

* Click on Existing Activities, onright handside
* Selectatool

* Select an activity

Move content
e Hover mouse cursor tothe left side of a content

element and drag and dropit to a new location within
the same module or tothe destination moduleinthe
Table of Contents

Delete content
* Click on the downward pointing arrow beside an
elementstitle and select Delete

/DISCUSSIONS FORUM, TOPIC AND THREAD

Create adiscussion Forum

* Inthe Navbar, clickon Course Admin

* Click on Discussions

* Clickon New

* Select New Forum

* Enter namein Titlefield

* Enter textin Description field, optional
* Click on Save and Close

Add adiscussion Topic(Gradable)
* From the Discussions page
* Clickon New
* Select New Topic
* Chooseaforum in the drop down menu
* Enter namein Titlefield
* Enterinstructionsin Description field
* Edit settings, if needed
* Scroll up toaccess Restrictions tab, if needed
* Scroll up toaccess Assessment tab, if needed
* Select related Grade Itemfrom drop down
menu
¢ To create New Grade Item, refer to
Gradesinstructions
* Enter pointsvalueinScore Out Of
* Click on Save and Close

Add to Content as an Existing Activity
¢ Refer to Contentinstructions

Start aNew Thread

* From the Discussions or Content page

* Click on aTopic title

* Click on Start a New Thread

* Fill inthefields, Subject and Description

* Check box, Subscribe tothis thread toreceive

notifications for anyactivity in this thread
* Clickon Post

Reply to aPost

* From the Discussions page or Content page

* Click on aTopic title

* Clickon aThread title

* Click Reply toThread, toreplyto initial post in thread
* Or, click Reply below anypostsin the thread

toreplytoit
* Enter messagein text box
* Clickon Post
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/STUDENT PREVIEW \ EMAIL —CLASSLIST

Switch to student preview Create an email

+ Click on your name located on the Minibar * IntheNavbar, clickon Classlist

e Click on View as Student * Placeacheck mark beside the users that you wish to

. . contact and select Email

Exit s_tudent preview o * Or, click on the Email Classlist tab

c Cl!ckon your nan”!elocfa\te(.:lon the Minibar « Select Send Email

* Click on the X beside Viewing as Student « Fill in Subjectline and email Body
\ / * Scroll up andclick onSend
e N <

ANNOUNCEMENTS

4 N

ADDING A TEACHING ASSISTANT
Create an announcement

¢ |nthe Navbar, clickon Course Admin * IntheNavbar, clickon Classlist
¢ Click on Announcements * Click on Add Participants tab > Add Existing Users
¢ Click on New Announcement * Inthesearch box, typeinthe person’s name andclick
* Fillinthefields on the magnifying glass
* Clickon Publish * Intheresultslist, placeacheckmarkbeside the
\ person’s name and assign them a roleinSelect a Role

¢ Click on EnrollSelected Users

/

VAN

-

IMPORT/COPY COURSE CONTENT

4 N
Import content ACTIVATE YOUR COURSE
* IntheNavbar, clickon Course Admin .
* Click on Import/Export/Copy Components !Vlake %oursesvalla;!allt(e & studentsd )
« Select Import Components In.t e Navbar, clic o.n Course Al r_mn
. q * Click on Course Offering Information
Click Start ; ) .
. * Placeacheck mark beside Courseis Active
* Clickon Upload . Click
* Select file saved on your computer S Click on Save y
* Ex: BBL course package, question pool
¢ Click on Import All Components / \
* Or, select Advance Options to partially EDITYOUR COURSE NAVBAR
' import the package Create and activate a navbar
¢ Clickon View Content * IntheNavbar, clickon Course Admin
Copy content ' _ * Click on Navigation & Themes
* In_the empty course, click on Course Admin * Click on downward pointing arrow beside “Default
¢ Click on Import/Export/Copy Components Course Navbar—uOttawa” and select Copy
* Clickon Searchfor offering * Click on “Default Course Navbar—uOttawa—Copy”
* Insearch bar, enter the name or course code that bluetitle
contains the contentyouwantto copy * Changethenavbar name,if desired
* Select thecircle beside the course with contentin * Inthebox where current navbar links are displayed,
th? results list click on Add Links
* Clickon Add Selected » Check box beside desired links and click on Add
* Clickon Copy.AIIComponents + Reorder links by dragging and dropping the boxes
* Or, clickon Select Components * Hover over alink andclick on the X todelete
* Click on View Content e Click Save and Close
\ / * IntheActive Navbar dropdown menu, select desired

\ navbar and click on Apply /
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/GRADE BOOK \

Follow the Setup Wizard

For standard Grade book use, keep the system default settings for all options.
* |ntheNavbar, clickon Grades

* Click on Setup Wizard, scrolldown and click on Start.

* Chooseagrading system. Clickon Continue

* Choose how to release final grades. Clickon Continue

e Chooseagrade calculation method. Click on Continue

* Chooseadefault grade scheme. Clickon Continue

e Choose number of decimal places displayedin instructor view. Click on Continue
* Select the student view display options. Click on Continue

* Review Grades Setup Summary. Click on Finish

Add a Grade Item for each evaluation outlined in your syllabus

¢ |ntheNavbar, clickon Grades

* Clickon Manage Grades

e Clickon New andselect Item

e ChooseaGradeltem Type, ex: Numeric

* Fillin the Namefield

* Inthe Maximum Points field, enter your score. Ifin doubt enter the same value as in the Weight field.
* IntheWeight field, enterthe weighted value out of 100

* Edit other settingsif needed

* Clickon Save and Close

Enter grades

¢ |ntheNavbar, clickon Grades

* Clickon EnterGrades

* Incolumnyouwishto enter a grade, click ondownward pointing arrow beside column title
e Select GradeAll

* Enter grades

* Click on Save and Close




How to — new LMS

powered by: @ brightspace

CREATE AN ASSIGNMENT

Create an Assignment

* Inthe Navbar, clickon Course Admin

* Click on Assignments

* Click on New Submission Folder

* Enter aname for the assignmentin the Name field
* Select Individual or Group assignment

Link to a Grade Item
* Under Grade Item, selectthe created grade link
item
* To createa New Grade Item, refer to
Grades instructions

Edit settings options

* Modify the points valueinthe Out of field

e Entertextin Instructions field

* Select Submission Options

* Scroll up, click on the Restrictions tab

» Select Availability and Due dates

* Under Special Access, enter criteria for students
requiring special access

* Click on Save and Close

Add to Content as an Existing Activity
* Refer to Contentinstructions

-
QUIZ: ONLINE EXAM

Create aquiz

In the Navbar, clickon Course Admin

Click on Quizzes

Click on New Quiz

Enter aname for the quizinthe Name field

Add a multiple choice question

Click on the Add/Edit Questions button

Click on New

Select a question type ex: Multiple Choice Question
Enter the points value under Points

Enter a question inthe Question Text box

Enter possible answers in all Value fields

Enter 100 in the Weight (%) column for the correct

answer

Click on Save or Save and New

Click on Done Editing Questions on the upper right

Edit settings

On the header, click on the Restrictions tab
Under Status, click onthe drop down arrow and
select Active

Under Special Access, enter criteria for students
requiring special access

Scroll up, click on the Submission Views tab
Click on Default View

Edit message and details if needed

Click Save

Link to a Grade Item

Scroll up, click on the Assessment tab

Under Grade Item, selectthe created grade link item
To create New Grade Item, refer to Grades
instructions

Click on Save and Close

Add to Content as an Existing Activity

Refer to Contentinstructions




