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Brightspace Faculty Quick Start Checklist 
 
 
 
 

Accessing Brightspace: 

 
o I can successfully log in to Brightspace using my CUNY Login username and password. 

o I can find my course(s). 

 

Managing the Course: 

 
o I know how to view my Classlist in my course. (additional text instructions). 

o I have added instructions for students on how to get started and where to find the course 

materials. 

o I know how to make my course active so students can access it.  

 

Course Materials: 

 
o I know how to add and organize course materials. 

o I can create modules that are structured in a way that is easy for students to navigate. 

o I can upload/create files in a module. 

 

Assignments/Tests/Discussions: 

 
o I know how to create and edit Assignments, Discussions, and Quizzes. 

 

Grades: 

 
o I know how to select the appropriate Grade Scheme (John Jay Undergraduate vs Graduate) for 

my course, and have checked all graded items in the Manage Grades tab. 

o I know how to create gradebook items (columns) and categories. 

o I know how to enter grades. 

 

Communication Tools: (text instructions for all Communication tools) 

o I know how to send an announcement.  

o I know how to view my Classlist to send an email to my entire class. 

o I know how to send an email to individuals. 

 

Brightspace Support: 

 
o I know how to contact DOES LMS support for help with Brightspace. 

o I am familiar with training workshops and resources for Brightspace. 

o I can visit the Brightspace Guidelines for Faculty for more help. 

 

For more information and assistance, please email DOES Learning Management System Support at 

LMS.faculty@jjay.cuny.edu (faculty) or LMS.student@jjay.cuny.edu (students). 

https://www.cuny.edu/about/administration/offices/cis/technology-services/brightspace/
https://community.d2l.com/brightspace/kb/articles/5451-navigate-brightspace-and-find-your-course
https://youtu.be/4lh69B9Qsbo?si=m3NBstxJ1QR57RxH
https://community.d2l.com/brightspace/kb/articles/3679-about-classlist
https://youtu.be/n_PLFSdJHpk
https://community.d2l.com/brightspace/kb/articles/22383-activate-your-course#make-your-course-available-and-active
https://community.d2l.com/brightspace/kb/articles/3364-add-and-organize-learning-materials-in-the-classic-content-experience
https://community.d2l.com/brightspace/kb/articles/3364-add-and-organize-learning-materials-in-the-classic-content-experience#create-a-new-module-and-sub-module
https://www.youtube.com/watch?v=b4IAB3SffGw
https://community.d2l.com/brightspace/kb/articles/3608-create-an-assignment
https://community.d2l.com/brightspace/kb/articles/3301-about-discussions
https://community.d2l.com/brightspace/kb/articles/3303-about-quizzes
https://youtu.be/3l4yAbxFs5Y?si=MfOIqDCEHFR203nF
https://youtu.be/_Uw-b-CyEPk?si=5llUw6e6dQVfbz24
https://community.d2l.com/brightspace/kb/articles/3548-enter-grades-in-the-grades-tool
https://www.youtube.com/watch?v=RYW3T8vvK5Q
https://openlab.sps.cuny.edu/brightspaceessentials/announcements-email-and-instant-messages-in-brightspace/
https://community.d2l.com/brightspace/kb/articles/3299-about-announcements#visual-tour-of-the-announcements-tool
https://community.d2l.com/brightspace/kb/articles/3679-about-classlist
https://community.d2l.com/brightspace/kb/articles/3445-email-others-using-the-email-tool
https://jjay.cuny.edu/academics/online-education/learning-management-system/learning-management-system-support
https://jjay.cuny.edu/academics/online-education/learning-management-system/learning-management-workshops-webinars
https://jjay.cuny.edu/academics/online-education/learning-management-system/learning-management-user-guides-tutorials
https://commons.hostos.cuny.edu/edtech/news/brightspace-guidelines/
mailto:LMS.faculty@jjay.cuny.edu
mailto:LMS.student@jjay.cuny.edu

