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Assignments

Students use the Assignments tool to upload and submit assignments, eliminating the
need to mail, fax, or email their work. Instructors can view/download submissions,
check for plagiarism (via Turnitin), associate rubrics, and return submissions with grades
and feedback. Instructors can also restrict access to assignment submission folders by
date and time, group membership, or special access permissions.
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Tutorial Videos

Create an Assignment

Grade Submissions in Assignments

Grade Assignment Submissions Offline

Assess an Assignment in Turnitin

Annotating an Assignment
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https://www.youtube.com/watch?v=BRDxNBBmXHk
https://youtu.be/nsy7XBV_BZ8
https://youtu.be/nsy7XBV_BZ8
https://www.youtube.com/watch?v=wPpiyUZquBc&list=PLxHabmZzFY6mxN_0D6aVd9MwaDSVHKnVB&index=7
https://www.youtube.com/watch?v=cBo8LdoWeL4&list=PLxHabmZzFY6mxN_0D6aVd9MwaDSVHKnVB&index=10
https://www.youtube.com/watch?v=Z01ORBuXcp0
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Create a New Assignment

1. From the course navbar, click Assessments>Assignments from the drop-down
menu. Then click New Assignment.

ontent

Grades

Assessments v

Tools v

Assignments

Classlist

Assignments

New Assignment Edit Categories

More Actions W

2. Enter a Name, Due Date, and Instructions for the assignment.

< Back to Manage Assignments New Assignment

Name *

| Untitled

Availability Dates & Conditions

Grade Out Of Due Date

E |

| Ungraded |

Instructions

Always available

Submission & Completion

File submission

Evaluation & Feedback

No rubric added

Paragraph ™ B I U~ A = Ev [ . =2
Lato (Recom... v 19px . v T T = R w

Z#
D 4y L @ W Record Audio @M Record Video

b

3. To assign a score, click the default Ungraded button and enter the assignment point
value in the Grade Out Of field.

4. Once a point value is entered the In Gradebook menu will display.

Instructions

‘ Untitled
Mame *
R Grade Out Of
Untitled
100
Grade Out Of Due Date
Instructions
Ungraded ‘ u ‘ Paragraph
Lato (Recom

Due Date
points H ? In Gradebook I ‘ (]
Edit or Link to Existing
- =. &
B Not in Gradebook - om
~ |-

Reset to Ungraded

Grade Out Of Due Date
| 100 | points |[ % InGradebook v l | | ‘
Instructions Edit or Link to Existing
P h v = v 4
aragrapt B Mot in Gradebook = om
Lato (Recom... ~ E'c\ oy

Reset to Ungraded

. To associate the assignment with a grade item, select Edit or Link to Existing.
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6. A pop-up window will ask if you want to Create and link to a new grade item or
Link to an existing grade item.

Edit or Link to Existing

Create and link to a new grade item

§ Assignment #1

Points: 100

Choose Grade Category Change Grade Type & Scheme

Link to an existing grade item
“ Caneel

a. If you Create and link to a new grade item, the grade item title will default
to match the name and point value of the assignment. If desired, you may
Choose Grade Category for the new grade item and click OK. You may also
Change the Grade Type (Numeric by default) & Scheme.

b. If you Link to an existing grade item, choose the correct grade item from
the drop-down menu and click OK.

( é' Create and link to a new grade item —
| ) Create and link to a new grade item

¢ Assignment #1 —
Points: 100 {.__O_.} Link to an existing grade item

Choose Grade Category  Change Grade Type & Scheme Discussion 3 i

Discussions
Discussion 3
Group Presentations
Group Project
Exams
Exam 3

-":'_Z- Link to an existing grade item

“ Ca ncel

7. Optional: In the attachment toolbar, select applicable attachments:
a. File Upload (My Computer)
b. Attach Link to Existing Activity
c. Attach Weblink
d. Attach from OneDrive
e
f

. Record Audio
Record Video

(] *S ao /i '«_!-l' Record Audio @M Record Video
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Availability Dates, Release Conditions, and Special

Access

1. Expand Availability Dates & Conditions.

2. Set a Start Date and an End Date. Note: Start and End Dates limit when users can
submit to the assignment folder. The Due Date is a reminder to submit but does not
limit access.

3. Add applicable Release Conditions and/or Special Access. Note: Special Access
allows assignments to be available to only select users or to have individualized due
dates for certain users.

Availability Dates & Conditions v

Start Date

| M 3/9/2021 H 12:00 AM ‘

Availability Dates & Conditions 4

End Date
Always available / | 8 /1772021 H 1159 PM ‘

Release Conditions

Submission & Completion D Users are not able to access or view the assignment
unless they meet the rel conditions.
i e Add Release Condition
File submission
Special Access
Evaluation & Feedback b
ainu

4. Set Special Access by clicking Manage Special Access and choosing to:

a. Allow users with special access to submit outside the normal
availability dates for this folder. This option will set individualized due dates
for select users.

b. Allow only users with special access to see this folder. This option will
allow only the selected users to see and access the assignment folder.

Manage Special Access

(@) Allow users with special access to submit outside the normal availability dates for this folder

() Allow only users with special access to see this folder

Add Users to Special Access

m ceneet
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https://www.coloradomesa.edu/distance-education/documents/release_conditions_faculty2020.pdf
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Properties

Due Date

Has Due Date

|g 3/4/2022 H 5:40 PM

Availability

[¥) Has Start Date

|r:| 2/25/2022 H 2:40 PM

[+#) Has End Date

| = 3/4/2022 H 2:40 PM
Users
View Bv.| User v | Apply

‘ Q, ‘ Show Search Options

M Last Name w , First Name

[v] Student, CMU

n comeet

5. Add the Properties (Due Date, Availability Start and End Date) and select the
User(s). Then, click Save.

Special Access - Week 1 Assignment

Double-check that the selections are accurate and then click Save and Close.

Manage Special Access

(;:. Allow users with special access to submit outside the normal availability dates for this folder

() Allow only users with special access to see this folder

Add Users to Special Access

CMU Student

Due Date: Mar 4, 2022 9:40 PM

Availability: Feb 25, 2022 2:40 PM - Mar 4, 2022 9:40 PM

cancel
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Types

1. Expand Submission & Completion.
2. For the Assignment Type, specify if this is an Individual Assignment or Group
Assignment. Note: You must set up groups before setting an assignment as a group

assignment.

3. To associate the assignment with a category (optional), select an existing Category
from the drop-down menu or click New Category.
4. Select a Submission Type from the drop-down menu:

a. For Fi

le submissions, set the number of Files Allowed Per Submission and the

Submissions rules. Please review the section on Supported File Types for a list
of supported file types. Note: Allowable File Extensions may be set for File

submi

ssions. If a student attempts to upload a file for an assignment of a file

extension type that the instructor has restricted, an error message appears.

b. Other
i
ii.
iii.
iv.
V.
Vi.
Vii.

Ul

File Submission types are:

No Restrictions

PDF Only

Annotatable Files

Files that can be previewed without conversion
Images and Videos

Cusom File types

Compatible with Turnitin

Set the Files Allowed Per Submission and which Submissions are kept.

6. To receive email notifications when an assignment is submitted, under Notification
Email, enter an email address or multiple email addresses separated by a comma.

Note: This f

ield is only available when the assignment Submission Type is set to File

submissions or Text submissions.

Submission & Completion v

File submission

No rubric added

1t Type 9 Files Allowed Per Submission
. e sy Individual Assignment

Availability Dates & Conditions b (®) Unlimited

Category .

. . | ) OneFile
Always available ‘ No category ~ ‘ 9 )

Submissions

Submission Type

File submission ( e ) All submissions are kept
Submission & Completion P Files Allowed Per Submission ) Only one submission allowed

Evaluation & Feedback P - submitted.

f. Unlimited .
- I Only the most recent submission is kept
o () OneFile -
Notification Email

Allowable File Extensions @)

r . Enter an email or multiple emails separated by a
‘ Custom File Types ~ ‘ 0 comma, to receive notifications when an assignment is

Enter one or more allowable file extensions separated
by a comma.

| | |
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https://www.coloradomesa.edu/distance-education/documents/groups_faculty_000.pdf
https://documentation.brightspace.com/EN/le/assignments/learner/assignments_intro_1.htm
https://documentation.brightspace.com/EN/le/assignments/instructor/assignments_restricted_file_extensions.htm

Evaluation & Feedback
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1. Expand Evaluation & Feedback.

2. Click Add rubric and either create and attach a new rubric or add an existing one.
See the Rubrics Guide for more details.

3. To display annotation tools in the document viewer, under Annotation Tools, select
the Make annotation tools available for assessment check box. See the section on
Annotations for more information.

To enable anonymous marking, under Anonymous Marking, select the “Hide

student names during assessment” check box. See the section on Anonymous

Marking for more information.

5. Under Turnitin Integration, click Manage Turnitin to enable Turnitin. See section
on using Turnitin for additional steps.

Availability Dates & Conditions

Always available

Submission & Completion

File submission

Evaluation & Feedback

MNo rubric added

o

Rubrics

Add rubric w e

Learning Objectives

Mo learning objectives

Manage Learning Objectives

Annotation Tools

assessment

Anonymous Marking

Turnitin Integration

Turnitin® adds additional functionality to evaluation.

e | (@)

Evaluation & Feedback v

|| Make annotation tools available for 9

|_| Hide student names during assessment e
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https://www.coloradomesa.edu/distance-education/documents/rubrics_faculty.pdf
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Set Assignment Folder Visibility

When a new assignment is created, it is hidden to users by default (noted by the
crossed-out eye icon). If the assignment does not show a crossed-out eye icon, the

assignment is visible to users.

| ] Assignment

] Week 2 Assignment  w VISIble

|7| Week 3 Assignment ﬁ H|dden

1. To make the folder visible to users, toggle the Visibility icon at the bottom of the

assignment set-up page.
2. Click Save and Close.

Name *

‘ Week 2 Assignment

Score Out Of Due Date
‘ Ungraded ‘ | =
Instructions
@ 4 P @ W Record Audio @k Record Video

save Caneel

Awvailability Dates & Conditions

Always available

Submission & Completion

File submission

Evaluation & Feedback

No rubric added

b
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Evaluate Assignment Submissions
The Submissions page enables you to evaluate and leave feedback for user submissions.

1. The Assignments page lists all assignment folders and shows the number of new
submissions. Click on the title of the assignment to view submissions.

4 Bulk Edit

|7\ (Assu’,nmcm New Submissions Completed Evaluated

M Week 1 Assignment |[v § 1 2/7 1/7

2. On the Submissions page, usernames, submissions, and submission dates are
visible.
3. Click the Evaluate to assess the student submission.

Week 1 Assignment - Submissions

Edit Assignment Add Feedback Files Submission Log
Users Submissions
View By: | User ) Apply

Show Search Options

‘1" Download E Mark as Read 2 Mark as Unread 'i' Delete
|:\ User (Anonymized) & Submission Date Delete
|:\ Joshua Rosenbaum d 2 Evaluate
f == View Submission Nov 20, 2020 [
4:04 PM
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4. From the submission evaluation screen, you can:

View next submission

a. View the submission. For file submissions, click on the file name to view the
document.

b. Resize the submission display (left) and evaluation pane (right) by clicking and
dragging the draggable divider.

c. Click the three-dot menu to Edit the Activity (Note: Some settings are locked
because submissions have been received.) or adjust Special Access Dates for
the user currently being evaluated.

d. Easily navigate to the next submission by clicking the arrow in the upper
right-hand corner.

e. Return to all submissions by clicking Back to Submissions in the upper left-
hand corner.

€ Back to Submissions Story ofydc;ir Ij:fmferpachem @ User 30f 3
B cvustudent e" Return to all submissions

Submission undefined
Tuesday, May 22, 2018 4:35 PM
Essay!

DOCX » 23

Comments o

Click filename to
view submission

' more

CP Download all files

Resize the
submission display
(left) and evaluation

pane (right)

i

Additional Options t !

Edit Activity

@ Essay Rubric
3/12

Special Access Dates

Overall Grade

o7 |/100

Overall Feedback

Fo.. Ev

= v

v

Insert instructor feedback here.
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f. Enter an Overall Grade and Overall Feedback for the submission.

g. Add additional feedback, by uploading a file or recording audio or video.

h. By clicking on the Rubric title, the rubric criteria will expand down within the
evaluation panel allowing the evaluator to see both the rubric and the
submission at the same time. Clicking the rubric title again will collapse the
rubric panel. Note: Evaluators can choose to pop out the rubric into a larger
view using the button in the top right of the screen.

i. Click Publish (or Update) when you are finished or Save Draft to continue
working.

€ Back to User Submissions

View rubric
in pop-out
Download ~ ;: H

Rubrics Wlndow

~ngagement h — a

June 5- The Online Instructor: Creating Your Web Persona- Creating yd

textual introductions, syllabus additions for hybrid and online courses, establ View and Score @ Essay Rubric b
June 11- Don't be 3 "Bot”: How to Humanize Your Online Interactions- How to intd attached Rubnc 0/12

online courses through discussion boards, assessment feedback and course communicatig
Week 3- Video Tools

June 16- You are the Star! Using Video for Instruction and Communication= Best practices for creating _

engaging video content. » | 100 |f 100 ¢

June 18- What do | use? Choosing Your Video Tool- Video tool comparis a G -
rade and
Week 4- Hybrid Course Design n Overall Feedback

Overall Grade

June 23- Should | Stay, or Should | Go; Synchronous or Asynchronous? Overa”
modalitics. When to choose cach for most cffective instructional delivery Feed back " BPa. v E v = v

i
<
»
h ]

June 25-Your Blended Course: Choosing the Right Tool for the Job- Choosing the c
and tool for you course content

Instructor feedback here.

Week 5- Synchronous Meetings
June 30- Your Virtual Classroom: Meeting Your Students Online- Best practices for synchronous class
‘meetings. office hours and advising.

July 2- Zooming with your (MS)Teams- Choice of tools, comparison of tools and management of the

synchronous online space.

Week 6- Assessment
July 7- Testing, Testing...Creating Online Assessments- Designing a: ments for online learning. Choice of

tool, pedagogy of choosing asscssment type.
e Upload feedback file; 4
Ny 15, 2020 Record Audio or Video

(o] Q Record Audio @ Record Video

[ Publish or Save Draft H m swepat (3
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View Submission Log

The assignment submission log can be filtered to determine when a user submitted,
started to submit, or deleted a file. Instructors can also restore deleted submissions.

1. On the Assignments page click the drop-down menu next to the folder you want to
view. Select Submission Log.

2. Filter the log as applicable, by Submitted (shows all submissions), Deleted,
Restored, or Started. Click Date to sort by date.

Essay for Ch"pterl ? |Submitted ”Deletedl |Restored|| Startedl

View Submissions

Edit Submission Folder
Essay for Chapter 2
ssay for Chapter SO Event Modified by Date
Hide from Users

Delete Folder (ID: not submitted yet) Started Jan 24,2018 4:27 PM

(ID: 57419) Submitted Jan 24, 2018 4:27 PM

Annotate an Assignment

Add feedback directly in submitted assignments using annotation tools. The
Annotations Toolbar appears above the assignment submission within the Evaluate
Submission screen. If additional feedback needs to be added after publishing, the
instructor can update annotations and re-publish them.

Jump to page Settings Zoom Pen/Higlighter/Eraser  Text Print Download

£ -B E /- B O ookt 32

Thumbnails,
Qutline,
Bookmarks

Pan Fit/Fill Note Shapes Search Fullscreen

Essay: The purpose and importance of a geed- quality
education

Abstract:

| believe that every student is different but special in their own way. Every student should be instilled

with good values so that they can grow up to be good valuable men and women. They deserve to be
educated in a positive environment where they feel safe, comfortable, motivated and engaged in

their learningf/As an educator, Jwill work hard ta guide and help prepare life-long learers sa that

they can choose their Tuture decisions wisely. | feel education is very important in every aspect and

13| Page
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Assess Anonymous Assignments

If Anonymous Marking is enabled on an assignment, instructors only see an
anonymized learner name on the assignment. The Publish button is disabled on the

evaluation page and instructors can only publish feedback/scores using Publish All
Feedback to prevent identifying user submissions.

1. Click on the title of the assignment you wish to assess. The icon next to the
assignment title will show if anonymous marking has been enabled.

Mo Category /
v 9

2. The list of submissions will appear to be submitted under anonymous users.
3. Evaluate the assignments as you would normally. The Publish button will be greyed
out on the evaluate submission screen. Click the Save Draft button.

Overall Feedback

Paragraph B I U =% Ay e

/4
@ Download & MarkasRead % MarkasUnread  jj Delete

M) User (Anonymized) & Submission Date Delete @ @ Record Audio @ Record Video

o & freluate

o =& View Submission Nov 20, 2020 ]

[ ]
404 PM Save Draft

4. When you are finished evaluating the submissions, return to the list of submissions

and click the top left checkbox to select all students. Select Publish Feedback to
make all scores (and usernames) visible.

Week 1 Assignment - Submissions

Publish All Feedback Edit Assignment Add Feedback Files Submission Log Manage Exemptions
Users Submissions

View By:| User ~ ‘ Apply

Show Search Options

& Douwnloa & MarkasRead % MarkasUnread  jj Delete

(¥) User (Anonymized) Submission Date & Delete

‘ \;\ Anonymous User Draft Saved: Nov 20, 2020 2:30 PM

[ &= View Submission Nov 20, 2020 a

2:03 PM

T4 Anonymous User 3

9 Evaluate
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Manage Assignments

Preview Assignments

1. To preview what assignments look like to students, select More Actions and then
Preview from on the assignment’s page.

Assignments

New Assignment Edit Categories More Actions W

Preview

2. You can override any restrictions by selecting Bypass any restrictions on
submitting to assignments.

. Click on the assignment title to view it as a student would.

4. To return to the instructor view, select Exit Preview.

Assignments @

(OV)

View History

Assignment Preview

Bypass any restrictions on submitting to assignments @ Exit Preview

Assignment Completion Status Score Evaluation Status Due Date

Research Papers

| Demo Assignment #1 B | 2 Submissions, 2 Files -/ 20

Edit or Delete Assignments

1. From the assignment folder dropdown menu, choose Edit Assignment to make
changes, or Delete Assignment (confirm your action in the pop-up window).

Writing Assignment #1] »

View Submissions

Edit Assignment

Hide from Users

Delete Assignment

15| Page
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Reorder Assignment Folders

1. Click Reorder from the More Actions drop-down menu.
2. Use the Sort Order drop-down lists to change the order in which your categories and

folders display. Click Save.

Assignments

New Assignment More Actions w

# Bulk Edit

Reorder n .

Restore Deleted Assignment Folders

1. Click Event Log from the More Actions drop-down menu.
2. For every folder you want to restore, click the Restore button.

New Assignment More Actions

Preview

Event Log

# Bulk Edit
Assignment Name Action Changed by

Reorder
Alignment Map Assignment - Week 1 (ID: 136480) Deleted Jennifer Pacheco

| [Vcnt LD? |

Create Assignment Folder Categories

1. To organize your assignments into categories click Edit Categories on the
Assignments page.

2. Do any of the following:
a. Click Add Category to create a new category.

b. Click the name of an existing category to modify it.

c. Adjust the Sort Order by clicking the number to change the order.

d. To delete a category, select the check box next to its name, and click the
delete icon.

Add Category °

‘O

ASSign ments \:I Name Sortf)’dcr \unsc)
:| Research Paperso o 1

MNew Assignment Edit Categories
_| Written Assignments 2
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Assignments and Turnitin

If Turnitin is enabled on an assignment, instructors can use the Turnitin Originality
Check to identify cases of potential plagiarism and GradeMark tools to add feedback. The

icon next to the assignment title will show if Turnitin has been enabled.

Research Papers # @

Assignment #1  w ?

Manage Turnitin Settings

1. When editing or creating an assignment, in the Evaluation & Feedback menu,

select Manage Turnitin.

2. A pop-up window will appear allowing you to adjust the Turnitin settings:

a. Check Enable GradeMark for this folder.
b. Choose to Automatically or Manually sync grades entered in Turnitin with

Brightspace (D2L).

c. If desired, click to Enable Originality Check for this folder to enable
Turnitin’s similarity report. Select the Display and Frequency settings.
d. To set advanced options, click More Options in Turnitin.

e. Click Save and Close.

4

Evaluation & Feedback

Rubrics

Add rubric w
Learning Objectives
No learning objectives

Manage Learning Objectives

Annotation Tools
|+ | Make annotation tools available for

assessment

Anonymous Marking

| | Hide student names during assessment

Turnitin Integration

Turnitin® adds additional functionality to evaluation.

Manage Turnitin

Turnitin® Integration

Turnitin® Integration

GradeMark® @

Evaluation
|w| Enable GradeMark® for this folder

Transfer
() Automatically sync grades as Draft in Brightspace @
. Manually sync grades as Draft in Brightspace

Originality Check® @

IZI Enable Originality Check® for this folde o

Display

|| Allow learners to see Turnitin® similarity scores in their submission folder
Frequency

‘:.:' Automatic originality checking on all submissions

Identify individual submissions for originality checking

Mare Options in Turnitin® o
m Gancel
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View Similarity Reports

View Similarity Reports from the Assignment Submissions page. When a report is
available, the status changes from In-Progress to a percentage rating, which indicates

the level of matching content.

1. On the Assignments page, click View Submissions from the drop-down menu of

the appropriate folder.

2. Click the colored percentage rating to view the associated Similarity Report in a new

window.
€ Download Ernail 8 Mark as Read % Mark as Unread B Delete @o Publish Feedback
Turnitin® Similarity Turnitin® GradeMark® Submission Date Last Name & , First Name Delete
Group 1 £ Evaluate
P & WCCC Syllabus Template 5.18 docx (90.48 KB) £ In Progress Aug 13, 2018 (]
11:06 AM
F;-, % Essayexample.docx (14.64 KB) 100 % ,‘ ¢ Sep 10, 2018 Student, CMU i‘
3:41 PM

For more information on using Turnitin, visit our Turnitin Feedback Studio Resource page

(link opens in a new window).
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https://www.coloradomesa.edu/distance-education/folder/faculty-resources/turnitin-feedback-studio.html

