
Brightspace Foundations 
Training



Agenda

➢ Navigation and Orientation

➢ Communication Tools

➢ Content

➢ Assessment Tools: Assignments, Discussions, Quizzes

➢ Other Features to Know: View as Student, Notifications 

and Course Availability



Navigation and Orientation



Logging Into Brightspace
Website

o brightspace.ccc.edu 

Username & 
Password

o Same one for all your 
CCC accounts



Understanding the homepage

My Courses 
(all courses 
organized 
by term)

Navbar
- Navigation links
- Navbar changes 
depending on
location

2

3

Course Name

SANDBOX

Minibar
- Course Selector (waffle icon)
- Messages
- Notifications
- Alerts
- Personal Settings (Profile 

Settings, Notifications, Account 
Settings, Logout)

1

Your Name

SANDBOX

Course Name

SANDBOX

Course Name

xx/xx/xxxx

Course Start or End Date

xx/xx/xxxx

Course Start or End Date

xx/xx/xxxx

Course Start or End Date



Accessing a course
o To access a course, 

simply click on the 
course tile from the 
homepage

o For this practice, click 
on your Sandbox
course.

o You will land on the 
Course Homepage



Your Name

Understanding the Course Homepage

Navbar
(Note: All course 
material is 
accessed under 
Content)

Announcements 
(a widget 
displaying your 
course 
announcements)

Banner Image
(change your 
course image 
from the menu 
icon)

Updates and 
Calendar
(other course 
widgets for easy 
access to “what’s 
new and what’s 
due”)
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2

3

4



Course Name

The Course Navbar

Content
Upload, create, 
and organize all 
your course 
materials, 
modules, and 
activities

Course Admin
Access to all 
the tools to 
manage your 
course

Course Home
Announcements, 
Updates, and the 
Calendar



Communication Tools
Email

Announcement



Communication Tools

There are two primary ways to communicate 
information to your students in Brightspace

•Sending an Email

•Adding an Announcement



Email Classlist



Sending an email to the classYou can quickly view 
your class roster and 
send an email to your 
students from the 
Classlist.

1. Click on Classlist > 
Classlist

2. Click on Email 
Classlist

2

Course Name

1



Sending an email to the class
4. On the Email 

Classlist page, 
scroll to the bottom 
of the roster and 
click Send Email

5. A new window will 
open where you will 
compose your 
message and click 
Send.
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Student name <student email>

Student name <student email>

Student name <student email>

Student name <student email>

Student name <student email>

Student name <student email>

Student name <student email>

Student name <student email>
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Last Name, First Name

Last Name, First Name

Last Name, First Name

Last Name, First Name

Last Name, First Name

Last Name, First Name



Announcements



Announcements

Similar to sending an email, Announcements can be used to 
communicate with students directly in Brightspace.  
Announcements can help engage your students and keep 
them informed. They can be used as reminders for students 
or to let them know what’s happening in the course.

Students can subscribe to receive a text or email notification 
when new announcements are added by changing their 
Notification settings.



Create an AnnouncementReturn to the Course 
Home

1. On the course 
homepage, click the 
drop down arrow next 
to Announcements

2. Select New 
Announcement

1

2



Create an announcement3. In the Headline box, 
type the title of your 
announcement

“Welcome!”

4. In the Content box 
(Brightspace editor), 
type your 
announcement 
message

“Welcome to Class Name. 
I’m so glad you’re here!”…

Use the Brightspace editor to insert videos, format text, etc.

3

4



Understanding the Brightspace Editor
Font and formatting tools

Font and formatting tools

Insert Stuff - Add files, video or audio notes, etc
Insert Quicklink: to course material
Plus More

Accessibility checker
Word & character count
Preview
HTML source editor

Toggle Full Screen



Replace Strings

Welcome {firstname},



▪ Set the desired 

availability

▪ You have the option of 

adding an attachment 

or adding release 

conditions

▪ Click Publish

Announcement Settings



WARNING: 

THIS x does NOT delete the 

announcement.

It “dismisses” it from your view, 

but students can still see it.



Content
Parts of Content

Modules

Files



▪ Content is where all your course content lives: files, resources, 
assignments, tests, etc.

▪ Instructors will build their course in Content and students will access 
the course material in Content.

▪ This is where you and your students will spend most of the time

Content

Course Name



Understanding the Parts of Content

1. Overview, 

Bookmarks, and 

Course Schedule

2. Table of 

Contents, 

Modules, and 

Submodules

3. Content frame

3

1

2



Modules

A module is a storage place for a 

group of related course items 

(called Topics)

You can use modules to organize 

your content by week/unit, or by 

types of activities



Adding a Module 
Add a “Syllabus” 
module

1. Click Add a 
module… under 
the Table of 
Contents

2. Type “Syllabus”

3. Hit Enter or click 
away to create

1



Understanding Module Options

Once we create a module, we can add

date restrictions and a description. 

Click on the text to access the settings.

 Start Date: When the module 

becomes available to students

 Due Date: When the module is due 

(this also shows up on the class 

calendar and prompts other 

notifications)

 End Date: When the module 

becomes unavailable to students

You can also hide a module 

from students by toggling the 

“eye” icon



Adding a File
Upload your Syllabus

Now that we have a 

module and we have 

given it some definition, 

we want to add your 

Syllabus into that 

module. 

1. Select the 

Upload/Create

dropdown menu and 

choose Upload 

Files

1



Adding a File
Upload your Syllabus

2. In the Add a File 
window, select 
the location of 
the file you wish 
to upload: My 
Computer

3. Click Upload
and locate your 
file on your 
computer

4. Click Add

2

3
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Adding a File to a Module

Your syllabus now appears as a “topic” in your module



Deleting a File

Let’s say you 
accidentally added 
the wrong syllabus.

1. Click on the 
downward arrow 
next to the title.

2. Select Delete 
Topic

2

1



Deleting a File
The next dialog box 
gives you a choice 
to:

o remove the topic (file)
but keep the file in the 
course and available to 
be re-used/added again 
later.

OR

o permanently delete the 
topic (file) from the 
course.

For our purposes we 
will NOT permanently 
delete it.



Other Options under Upload/Create

Upload Files

Upload files, docs, pdfs, ppts, etc.

Video or Audio

Embed video or audio with embed codes

Create a File

Create a text file (words on a blank content page)

Create a Link

Add a web link

Add from Manage Files

If you have already uploaded a file to this course, you can add it 
from your course files

New Assignment, Checklist, Discussion, Quiz, and Survey

Create new activities right from content



Assessment Tools
Assignments

Discussions

Quizzes



Assignments



Assignments

Assignments can be used when you want your students to 
submit their work through Brightspace.

Instead of having students turn in their homework or papers in 
person, you can have them submit online and save you the 
headache of managing loose papers.

Once inside the module where you want to add the 
assignment:

1. Click Upload/Create

2. Select New Assignment

1

2



Create an Assignment
On the “Create an 

Assignment” Page

1. Enter a Name

2. Enter a Grade Out Of

score and select In 

Gradebook (Optional)

3. Add a Due Date 

(optional)

4. Add Instructions for the 

assignment

5. Make Visible

6. Click Save and Close

1

2 3

4

5

Additional Settings can be found 

in these accordion menus



Create an Assignment and 
Add to Gradebook

Create an assignment

oAdd a module called 
“Assignments”

oCreate a new 
assignment called 
“Assignment”

oMake it worth 10 
points and add it to 
Gradebook

oWhen you are 
finished, click Save 
and Close



Student Experience



Grading AssignmentsThere are a couple 

different ways to 

access student 

submissions, but we 

will just go over two 

here:

• Assignment Tool

• Grades Tool



Grading – Assignments Tool
From the 

Assignment tool, 

click on the 

dropdown arrow 

next to the 

Assignment Name, 

and select “View 

Submissions”

(you can also just 

click on the 

assignment name)



Grading –
Assignments Tool

Click on the file 

submission link and it 

will open the 

submission on the next 

screen

Enter the score for the 

student and add feedback 

before Publishing the grade 

for students to see.



Grading – Grades Tool
From the Grades 

tool, click on 

submission icon 

for the student 

you wish to grade.  



The same submission 

screen will open for you to 

grade the student’s work.

Note, if the student 

uploaded multiple 

submissions, you can view 

each of them from the 

dropdown here.



Discussions



Discussions
Discussions in Brightspace are typically used for students to 
engage in discussion with one another. In a general sense, it 
is a space for students to respond to a prompt from you and 
then reply to one another’s responses.

It can also be used like the Assignment tool, for file or text 
submissions, but its’ advantage is that students are able to 
see each other’s work and can respond to it.

Once inside the module where you want to add the 
assignment:
1. Click Upload/Create
2. Select New Discussion

1

2



1

2

3

4

Additional Settings can be found 

in these accordion menus
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Create a Discussion Topic
On the “Create a 

Discussion” Page

1. Enter a Topic Title

2. Enter a Grade Out Of

score and select In 

Gradebook (Optional)

3. Add Instructions for 

the discussion topic

4. Set additional settings

5. Make Visible

6. Click Save and Close



Student name

Forum

Topic

A Quick Note About Forums and Topics

Forum = Grouping or 
Container for Topic(s)

Topic = 
Actual Discussion 

Space

Every Topic must 
exist under a Forum



1
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3

4

Additional Settings can be found 

in these accordion menus
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Create a Discussion Topic
On the “Create a 

Discussion” Page

1. Enter a Topic Title

2. Enter a Grade Out Of

score and select In 

Gradebook (Optional)

3. Add Instructions for 

the discussion topic

4. Set additional settings

5. Make Visible

6. Click Save and Close



Create a Discussion Topic 
and Add to Gradebook

Create a Discussion 
Topic

oAdd a new module 
called “Week 2”

oCreate a New 
Discussion called 
“Discussion 1”

oMake it worth 10 
points and add it to 
Gradebook

oWhen you are 
finished, click Save 
and return to Content



Student Experience – Start a New Thread

To Post the initial thread (their response)

• Click Start a New Thread

• Enter a Subject

• Type the response in the editor

• Click Post



Student Experience – Reply to Classmates

To REPLY to classmates:

• Click on the title of the thread you want 

to reply to

• Type the reply into the editor (the 

subject will auto-populate)

• Click Post



Grading DiscussionsThere are a couple 

different ways to grade 

student threads, but by 

far the easiest way is 

via Grades tool. 

(Note, to simply view 

student discussions, 

go directly to the 

discussion topic where 

you can view the entire 

discourse)



Grading – Grades Tool
From the Grades 

tool, click on 

submission icon 

for the student 

you wish to grade.  



Grading 
Discussions –
Grades Tool

This section will show 

the students initial 

posts and their replies 

to other students

Enter the score for the 

student and add feedback 

before Publishing the grade 

for students to see.



Quizzes



Quizzes
Quizzes in Brightspace are typically used for just that: quizzes, exams, 
tests. However, they can also be used for any activity in your course that 
has the potential to be auto-graded.

In that respect, a Quiz can be used for end-of-chapter questions, a tool for 
students to test their own knowledge, class worksheets you once handed 
out in person that would require individual grading. Any assignment that 
involves answering questions (multiple choice, true/false, matching, fill in 
the blank/short answers, written response*) are good for Quizzes.

Quizzes can be timed or untimed, can be set to 1 attempt or multiple 
attempts, can be auto-graded or manually graded and most importantly, 
can save you time.

*written response cannot be auto-graded



Create a Quiz

1

2 3

4

5

Additional Settings can be found 

in these accordion menus
6

1. Enter a Quiz Name

2. Decide if you want to Add 

to Gradebook

(recommended)

3. Add a Due Date (optional) 

4. Add a Description

(instructions for students to 

view before they start the 

Quiz)

5. Create New Questions 

6. Complete additional settings 

using the accordion menus 

on the right (Availability, 

Timing, Attempts, Evaluation 

and Feedback)

7. Change Visibility

8. Click Save and Close

78



Create a Quiz and Add to the 
Gradebook

Create a Quiz

oAdd a module called 
“Exams”

oCreate a New Quiz 
called “Midterm Exam”

oMake it worth 50 
points and add it to 
Gradebook

oWhen you are 
finished, click Save 
and return to Content



Student Experience – Taking a Quiz



Viewing Students’ Quiz AttemptsQuizzes, for the most 

part, are automatically 

graded making it easy 

to view student scores 

in one place.

There are two primary 

ways for viewing 

student attempts on 

quizzes:

• Quizzes Tool

• Grades Tool



Grading – Quizzes Tool
From the Quizzes 

tool, click on 

submission icon 

for the student 

you wish to grade.  



Grading – Grades Tool
From the Grades 

tool, click on the 

quiz attempt icon 

for the student you 

wish view.  

In the pop-up 

window, select 

Attempt 1 from the 

“Attempt” dropdown 

menu



Other Features to Know 
View as Student

Notifications

Course Availability



View As Student



View as a Student

You can see what your students 
see by using “View as Student”

1. Click on your name and then 
“View as Student”

2. Click around the course to see it 
the way the students can

3. To exit the student view, click on 
your name again and click the X
next to “Viewing as Student”

Note: The Student View is a “view-as” not a “do-as”. 
Keep in mind, you cannot do all things in ‘student view’ 
that students can do

Your Name1

3



Notifications

Notifications control how 
you receive notifications 
about activity in your 
courses.

Encourage your students 
to setup custom 
notifications for important 
activity in the course.

Your Name



Course Availability

• Courses will open and close to students automatically. 
You do not have to do anything to make your course 
available.

• Even though the start and end dates are managed for 
you, it is a good idea to check the dates in Brightspace 
to confirm they’re correct. 

• You can view those dates on the My Courses widget or 
under Course Admin > Course Offering Information

• If you have any issues or concerns about your course 
availability, you can contact the helpdesk for assistance.



How does using Brightspace add value to teaching and 

learning?

1. Creates a social presence where students feel connected to 

you as their instructor and to the world around them

2. Syllabus is always available to instructor and students 

(minimum requirement!)

3. Files, assignments, and due dates are available to students 

who are absent or lose papers

4. Students know beforehand how they will be evaluated and can 

keep track of their grades so they know when to seek help

5. Instructors have a record of submissions and grades (no lost 

papers!)

6. Instructors are able to communicate with students to help them 

stay on track and know what is happening in your class or at 

school

Brightspace Value



Thank you



1. How do you access Brightspace for CCC?

2. What part of the course houses the modules, materials and activities 

for your course?

3. What is the difference between Remove and Permanently Delete 

when deleting content? 

4. True or False: You can only upload 1 file at a time.

5. Where can you find the spell check and the accessibility checker?

6. What are 3 cool things you can do with the HTML editor?

7. What are two ways you can communicate with your students?

8. Where would a student opt-in to be notified by email when content 

is added to their classes?

Test your knowledge



Training Evaluation

• Please take a minute to complete the survey 
using the link provided below

Take the Survey

https://forms.office.com/Pages/ResponsePage.aspx?id=1YBeU6mZyE-oKrrrKU2iNlv1IsWXfaVDgvCwb5CFr8dUNDZWWk9TTTBSQk01TENRT0RGMEJDUE1KOS4u


Questions

What questions do you have related 

to what was covered today?


