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Set up and deliver a unit
A high-quality online experience for students begins with a unit that is organised, logical, and
clearly defines learning outcomes.
To achieve this, educators and assemblers should consider reviewing the following areas:
•
•
•
•
•

Set up a unit
Design an accessible unit
Create unit content
Administer a unit
Monitor a unit

© 2017 by D2L Corporation. All rights reserved. Published: Aug 2017.
Customised by eLearning Services, TAFE Queensland. Last updated: May 2018.

Set up unit
Assemblers can set up a unit with the following tools:
•
•
•
•

Upload and organise unit files with the Manage Files tool
Build a unit with the Unit Builder tool
Define how learning materials interact with one another with SCORM
Find activity that matches certain criteria with the Intelligent Agents tool

Upload and organise unit files
The Manage Files tool is a file management system for your unit. You can use this tool to
organise and upload files associated with your unit offering. We recommend that you
organise your files into folders, creating a folder for each unit, module, or topic of content as
appropriate.
Manage Files enables you to select and upload files from your computer to Connect. You
can upload most file types to a content directory in Manage Files, but only files with specific
extensions can be used as content topics.
The functions you can perform in Manage Files can be divided into the following two
categories:
• Organise and manage unit files and folders - Perform tasks such as creating,
editing, deleting, uploading, moving files and folder, and zipping and unzipping files.
• Create topics from your files - You can create topics using files from your unit
content structure.
Note: When you unzip a file on the Manage Files page in a unit, a message notifies you that
the operation is happening in the background and that you will be notified when it is
complete. This allows you to perform other tasks while waiting for the operation to complete.
When the file successfully unzips, a notification appears in the minibar. Clicking the
notification takes you back to the Manage Files page in the unit.
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Create a Content topic in Manage Files
To create a Content topic in Manage Files
You can create a content topic using a file directly from Manage Files. The
displays beside files in use as topics in the Content tool.

Link icon

1. On the Manage Files page, select the check boxes beside the files you want to
designate as topics.
2. From the action bar, click the Add Content Topics icon.
3. On the Add Multiple Topics page, from the drop-down list, choose a Parent Module
for the topics.
4. Enter Topic Titles. If you rename a file that is a topic in your unit, it automatically
updates the file reference in the Manage Content area.
5. Click Add.
Use caution when moving files and folders if they are referenced in the Content area. Moving
a file that is currently in use as a topic might result in a broken link.

© 2017 by D2L Corporation. All rights reserved. Published: Aug 2017.
Customised by eLearning Services, TAFE Queensland. Last updated: May 2018.

Build a unit
Use Unit Builder to interact with your unit materials, learning experiences, and assessments
in one consolidated interface, allowing you to visualize and review your entire unit at once.
The Unit Builder interface is straightforward and efficient, transforming the process of unit
design and set-up from multiple steps in different tools into simple one-step actions.
As you build your unit, Unit Builder interacts with the following Connect tools:
•
•
•
•
•
•

Content
Manage Files
Discussions
Assignments
Quizzes
Grades

Unit Builder also extends instructional design guidance provided by the Instructional Design
Wizard by implementing and displaying the blueprint you create in the wizard. If you decide
not to use the Instructional Design Wizard, Unit Builder still enables you to incorporate
instructional design best practices when planning your unit. As you build your unit outline
with modules and placeholders, you can add notes to each module and placeholder
summarizing your unit goals and learning objectives. When you are ready, you can populate
your outline by creating appropriate lessons and activities within Unit Builder.

Unit Builder terminology
Item

Description

Nodes

Each structure element in the unit tree is called a node. Node is a general
term that can represent a module, placeholder, or object.

Modules

A module is an organisation element that can represent different chapters, or
topics of your unit. You must create a module in Unit Builder before you can
begin adding objects and placeholders.

Placeholders

A placeholder is essentially a container for an object. It is not visible to
learners until you add an object to it. There are five placeholder types: link,
file, discussion, assignment submission folder, and quiz.
Placeholders help you define the structure of your unit before you are
prepared to compile actual unit content. This enables you to plan your
lectures, discussion topics, assignment submission folders, tests, and other
unit activities before you begin creating them.
You can populate placeholders when you are ready by creating new content
or linking to existing content. For example, if the completion of a particular
unit topic depends on acquiring files from another resource, drag
placeholders into the unit tree to represent those files until you receive them.
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Item

Description

Objects

Objects are simply learning materials, activities, or assessments in your unit.
Object types include: links, learning objects, HTML files, discussions,
assignment submission folders, quizzes, and grade items.
When you create an object in Unit Builder, you are in effect creating it within
its respective tool and adding it to your unit content. For example, when you
drag a quiz object into the unit tree from Add Content, Unit Builder prompts
you to enter its basic details and creates the quiz in Manage Quizzes. At a
later time, you can go to Manage Quizzes to edit advanced quiz properties
and add questions.

Understanding nodes and the unit tree
The unit tree represents unit content as a hierarchy of nested nodes. The appearance of
each node denotes its type, the object type it holds, and the actions you can perform on it.
The first node in the unit tree is the unit node. When selected, you can change your unit
offering information in the selected node panel.

© 2017 by D2L Corporation. All rights reserved. Published: Aug 2017.
Customised by eLearning Services, TAFE Queensland. Last updated: May 2018.

Unit Builder interface overview
The Unit Builder user interface consists of three sections.

Section

Description

1) Toolbox You can add modules, placeholders, and objects to the unit tree from three areas
within the toolbox: Build Outline, Add Content, and Browse Tools.
Build Outline provides you with module and placeholder elements that you can
add to your unit tree to create your unit outline.
Add Content provides you with a selection of objects you can create and add to
the unit tree or drag onto placeholders in the unit tree. Direct access to object
types within Unit Builder enables you to bypass the complexity of setting up
objects in their individual tool areas. You can create and add the following objects
to the unit tree:
•
•
•
•
•

Links
HTML files
Discussion topics
Assignment submission folders
Quizzes

Browse Tools displays a library of pre-existing objects in your unit tools. From
Browse Tools, you can locate and add these pre-existing objects to the unit tree
or drag them onto placeholders in the unit tree. This section of the toolbox
features a drill-down menu with breadcrumb links that appear at the top of the
toolbox as you navigate deeper into the menu. You can click on breadcrumb links
to return to a previous section.
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Section

Description

2) Unit
Tree

The unit tree is a visual representation of your unit structure. It displays the
hierarchy of your unit content as a series of nested nodes. The unit tree simplifies
the process of rearranging, copying, and deleting your unit structure.
Each structure in the unit tree is called a node. Node is a general term that
represents a module, placeholder, or object.
Each non-module node in the unit tree includes an icon indicating its type. This
can help you to see what's in your unit at a glance.

3)
Selected
Node
Panel

When you select a node in the unit tree, the selected node panel displays its
details and enables you to perform actions on that node. From the selected node
panel you can:
• View general properties for an object
• Edit placeholder properties to change the display name or add planning
notes
• Edit object properties
• Launch an object's associated system tool
• Perform node-related actions

What is the relationship between Unit Builder and Content?
As you add modules, placeholders, and objects to the unit tree, Unit Builder synchronizes
with various tools within Connect, including the Content tool.
The way Unit Builder interacts with the Content tool depends on what you add to the unit
tree:
• When you add a module to the unit tree, the system generates a content module which
appears in the Content tool.
• When you add a placeholder to the unit tree, the system generates an empty content
topic. This content topic is hidden from the Content tool until you attach an object to
the placeholder.
• When you add an object to the unit tree, the system generates a content topic. This
content topic is visible in the Content tool. If you edit an object's placeholder name or
notes within Unit Builder, you are editing the name and shared designer comments of
the corresponding content topic within the Content tool.
To see how Unit Builder content displays for learners, from the tool navigation, access the
Content area.
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Creating a unit structure
Add a module or placeholder
1. On the navbar, click Unit Admin.
2. Click
Unit Builder.
3. From the Build Outline section of the toolbox, do one of the following:
• Drag a module or placeholder into the unit tree in the location you want.
• Click on a module or placeholder element. From the Select a location dialog,
click on the location you want to add your module or placeholder.
4. Enter the module or placeholder details.
5. Click Create.

Add a new object
When you create an object in the toolbox or drag a new object into the unit tree, Unit Builder
interacts with its tool, enabling you to populate basic information and attributes. This
streamlines the process of setting up your resources so you can focus on developing your
unit. From the toolbox or selected node panel, you can launch an object's corresponding tool
to complete and finalize its details.
1. On the navbar, click Unit Admin.
2. Click
Unit Builder.
3. From the Add Content section of the toolbox, do one of the following:
• Drag an object type into the unit tree in the location you want.
• Click on the object type you want to create. From the Select a location dialog,
click on the module or placeholder you want to add your object to.
4. Enter the object details.
5. Click Create.

Add an existing object
1. On the navbar, click Unit Admin.
2. Click
Unit Builder.
3. From the Browse Tools section of the toolbox, locate the existing object you want to
add to your unit.
4. Do one of the following:
• Drag the object you want to add to your unit into the unit tree in the location you
want.
• Select the check box beside the object you want to add to your unit structure
and click Add to Unit. From the Select a location dialog, click on the module or
placeholder you want to add your object to.

Add a new evaluation object
After adding activity objects (discussions, Assignment submission folders, and quizzes) to
your unit structure, you can associate them with evaluation objects (grade items). If an
evaluation object is already associated with an activity, that association appears in the

© 2017 by D2L Corporation. All rights reserved. Published: Aug 2017.
Customised by eLearning Services, TAFE Queensland. Last updated: May 2018.

evaluation object's details when you browse objects. At the same time, an activity object
displays grading details when it is associated with an evaluation object.
1. On the navbar, click Unit Admin.
2. Click
Unit Builder.
3. From the Add Content section of the toolbox, do one of the following:
• Drag an evaluation object type onto a discussion, Assignment submission folder,
or quiz in the unit tree.
• Click on the evaluation object you want to create. From the Select a location
dialog, click on the discussion, Assignment submission folder, or quiz you want
to add your evaluation object to.
4. Enter your evaluation object's details.
5. Click Create.

Add an existing evaluation object
1. On the navbar, click Unit Admin.
2. Click Unit Builder.
3. From the Browse Tools section of the toolbox, locate the existing grade item you want
to add to your unit.
4. Do one of the following:
• Drag the evaluation object you want onto a discussion, assignment submissions
folder, or quiz object in the unit tree.
• Select the radio button beside the evaluation object you want and click Add to
Unit. From the Select a location dialog, click on the discussion, assignment
submissions folder, or quiz object you want to add your grade item to.

Repair broken objects
Deleting or moving files, links, discussions, assignment submissions folders, and quizzes
within their tools can result in broken objects. If an object breaks, Unit Builder displays a
broken link status icon within its node. The object becomes a placeholder retaining its name
and notes.
To repair a broken object, drag an object from the toolbox onto the placeholder.

Define how learning materials interact with one another
SCORM stands for Sharable Content Object Reference Model. It is a collection of standards
that outlines how online learning materials and learning management systems should
interact with one another. For additional details, visit: http://scorm.com/scorm-explained
In order to use the new SCORM solution, you must enable the Content Service for your
organisation. If you do not enable the Content Service, your organisation will continue to use
the existing SCORM solution.
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Connect is SCORM 1.2 and SCORM 2004 compliant. SCORM can be used with mobile
devices, provided the SCORM object has been developed to work on mobile devices.
Access the non-mobile version of your site to make best use of the SCORM object.
For additional technical details about SCORM, visit: http://scorm.com/scormexplained/technical-scorm/. Because each authoring tool may interpret SCORM standards
differently, consider viewing any SCORM-related documentation resources provided by your
third party authoring tool.
For an external SCORM testing tool, visit: https://code.google.com/p/scormtester/.

Add a SCORM package to the Content tool
If you are using the new SCORM solution, upload SCORM packages directly into the
Content tool.
1. In Content, either create or select a module to include your SCORM package in.
2. Within your selected module, from the Upload/Create button, select New SCORM
Object.
3. In the New SCORM Object dialog window, do one of the following:
• If you want to upload a new SCORM package, click Upload. Then, either
browse to your file, or drag and drop it into the designated area.
• If you want to add a previously uploaded SCORM package, select it from the list.
4. Click Save.
5. On the Insert SCORM Package screen, do one of the following:
• If you want the SCORM package in your unit to remain as it was when you
uploaded it (to be statically linked), click Display this version even if a new
version is added.
• If you want the SCORM package in your unit to remain updated as new versions
are added (to be dynamically linked), click Always display the latest version.
6. Click Save.
If you are using the existing SCORM solution, SCORM packages must be imported to the
Content tool. The import function identifies the content as SCORM, and allows the proper
initialization of SCORM LMS calls.
1.
2.
3.
4.
5.
6.

From Edit Unit, click Import/Export/Copy components > Import Components.
Select from a unit package.
Click Start.
Drag and drop the SCORM package onto the upload target.
Click Import All Components.
Do one of the following:
• To view the SCORM package within Content, click View Content.
• To import another SCORM package, click Import Another Package.

Move your imported SCORM content to a different module
If you are using the existing SCORM solution and you import a SCORM package, it creates a
single module and topic as part of the process. After the import process is completed, you
can move the topic using the move function in the Content tool to the desired module and
delete the unnecessary module that was created as part of the import process.
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Adjust the display size of your SCORM object
If you are using the existing SCORM solution, in many cases, display issues are the result of
settings selected when authoring a SCORM package. If SCORM objects are too small or too
large when viewed in Content, consider replacing the absolute values set for the dimensions
in the HTML file with relative values.
1.
2.
3.
4.

From Manage Files, click the action menu for the file you want to edit.
Select Edit File > HTML Source Editor.
Replace the absolute values for width and height in the HTML file with relative values.
Click Save.

Note: The location of these elements vary depending on the authoring tool used to create
the SCORM package. Editing these values from the publishing tool and creating a new
package with the updated values allows you to successfully use the package repeatedly
while only needing to edit it once.

Remove a grade item from a SCORM object after the package is
imported
In order to remove a grade item that was originally created as part of a SCORM package,
you must first break the association between the grade book item and the content item.
1. In the Content tool, navigate to the SCORM object that you want to disassociate from
the grade item.
2. Click the content topic.
3. From the Activity Details tab, in the Assessment area, click the topic title.
4. From the context menu, click No Grade.
5. Click Save.
Note: If the SCORM package is already deleted, you cannot remove the grade book item. If
you require grade book items to be removed from your unit, contact eLearning Services.

Publish a SCORM package as a SWF or HTML5 file with automatic
grade creation
If you are using the existing SCORM solution, to ensure that SCORM packages publish as
SWF and HTML5 files with automatic grade creation, the
d2l.Tools.Content.AllowAutoSCORMGradeItem configuration variable must be set to On
(the default for this variable). This configuration variable is an org unit level variable, allowing
you to configure SCORM grade item creation differently across your organisation. Contact
eLearning Services to configure this for your unit.
If you are using SCORM 1.2, the user grades are set when the following occurs:
• The cmi.core.score.raw value is set
• The value for cmi.core.score.max is not null and is greater than zero
• The SCO Terminate call (LMSFinish) is made
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If you encounter errors in your imported SCORM package, test your SCORM package using
an external SCORM testing tool such as: https://code.google.com/p/scormtester/.

Publish a SCORM package as a SWF or HTML5 file with manual grade
creation
If you are using the existing SCORM solution, to ensure that SCORM packages publish as
SWF and HTML5 files with manual grade creation, the
d2l.Tools.Content.AllowAutoSCORMGradeItem configuration variable must be set to Off
for the Org Unit requiring manual grade creation. Contact eLearning Services to configure
this for your unit.
If you are using SCORM 1.2, user grades are set when the following occurs:
• The cmi.core.score.raw value is set
• The value for cmi.core.score.max is not null and is greater than zero
• The SCO Terminate call (LMSFinish) is made
These items are set when the SCORM package is authored and are not determined by
Connect. If you encounter errors in your imported SCORM package, test your SCORM
package using an external SCORM testing tool such as:
https://code.google.com/p/scormtester/.

Troubleshooting
My SCORM objects are too small or too large in the Content tool
In many cases, display issues are the result of settings selected when authoring a SCORM
package. If SCORM objects are too small or too large when viewed in Content, consider
replacing the absolute values set for the dimensions in the HTML file with relative values. To
do this:
1.
2.
3.
4.
5.

From Manage Files, click the action menu for the file you want to edit.
Select Edit File.
Click HTML Source Editor.
Replace the absolute values for width and height in the HTML file with relative values.
Click Save.

Note: The location of these elements vary depending on the authoring tool used to create
the SCORM package. Editing these values from the publishing tool and creating a new
package with the updated values allows you to successfully use the package repeatedly
while only needing to edit it once.

When I view my SCORM package in the Content tool, I receive a notification that an
error occurred initializing communications with the LMS
Some authoring tools include a multiscreen.html file in SCORM packages that requires
editing prior to importing the package into Connect. To edit the file:
1. Open the SCORM package ZIP folder.
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2.
3.
4.
5.
6.
7.

Locate the multiscreen.html file.
Open the file in an editor.
Locate the onload parameter of the <frameset> tag.
Replace the current value with: onload="".
Locate the src parameter of the <frame> tag.
Update the src value with the appropriate .htm file. For example, if the project name
is VRT – Tool Intro, there should be an htm file in the SCORM package called VRT –
Tool Intro.htm. In this example, the src parameter would be: src="VRT – Tool
Intro.htm".
8. Save your changes.
9. Place the file back in the ZIP folder, overwriting the original.
10. Import the SCORM package into Connect using the Import/Export/Copy Components
tool.

Find activity that matches certain criteria
The Intelligent Agents tool monitors an org unit to find activity that matches criteria that you
set. The criteria that the agents search for are login activity, unit activity, and release
conditions in Connect.
Example uses for agents include:
• Emailing users with grades below a certain level
• Checking for users that have not logged in within a specific number of days
• Checking for users that view a specific content topic

Considerations for setting up agents
When you create a new agent, you need to determine:
• The criteria the agent looks for. The agent can check login activity, unit activity, and
attached release conditions.
• The written content in the email that the agent sends when its criteria are met.
• How often the agent takes action when a user satisfies the criteria.
• How often the agent is scheduled to run and find users that meet its criteria.

Best practices for creating and using agents
There are many things you should consider when setting up agents for your unit in order to
get the most benefit from using the tool. Agents are most useful when you have carefully
considered how you are organizing and presenting them in a unit.
Some best practices include:
• Use a standard naming convention to keep the order and purpose of each agent clear
• Use the agent's Description area to collect reminder notes of what you need to adjust
in the agent for each offering
• Determine if your agent would benefit from repetition
• Use replace strings to personalize emails and minimize editing

© 2017 by D2L Corporation. All rights reserved. Published: Aug 2017.
Customised by eLearning Services, TAFE Queensland. Last updated: May 2018.

• Avoid overusing agents, especially if you can get the information to learners another
way

Replace strings for agents
Replace String

Description

For Use In

{InitiatingUser}

The user who performs the action that Email address
meets the agent’s criteria
field

{InitiatingUserAuditors}

The auditors for the user who performs Email address
the action that meets the agent’s
field
criteria

{OrgName}

The name of the organisation

Email body

{OrgUnitCode}

The code for the Org Unit

Email body

{OrgUnitName}

The name of the Org Unit

Email body

{OrgUnitStartDate}

The start date specified for the Org
Unit

Email body

{OrgUnitEndDate}

The end date specified for the Org Unit Email body

{OrgUnitId}

The org unit ID required to make
quicklinks works

Email subject
line and email
body

{InitiatingUserFirstName}

The first name of the initiating user

Email body

{InitiatingUserLastName}

The last name of the initiating user

Email body

{InitiatingUserUserName}

The username of the initiating user

Email body

{InitiatingUserOrgDefinedId} The Org Defined ID of the initiating
user

Email body

{LastCourseAccessDate}

The date the initiating user last
accessed the unit

Email subject
line and email
body

{LastLoginDate}

The date the initiating user last logged Email subject
in
line and email
body

{LoginPath}

The address of the login path for the
site

Email body
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Using agents
Create an agent
To create an agent
On the navbar, click Unit Admin.
Click
Intelligent Agents > New.
On the Agent List page, click New.
In the Agent Details area, enter a name and description.
If you would like the agent to be active, select Agent is enabled.
In the Agent Criteria area, do one of the following:
• If you want your agent to target users' login habits, in the Login Activity section,
enter your criteria.
• If you want your agent to target users' unit habits, in the Unit Activity section,
enter your criteria.
• If you want your agent to run when a specific existing condition has been met in
the Release Conditions area, click Attach Existing. Select the check box for
any condition you want to attach. Click Attach.
• If you want your agent to run when a specific new condition has been met, in the
Release Conditions area, click Create and Attach. Select a Condition Type
from the drop-down list. Complete any additional Condition Details that appear
and click Create.
7. In the Agent Action area, do the following:
• Select how often you want the agent to take action.
• If you want to schedule how frequently Connect evaluates the agent criteria,
select the Use Schedule check box. Click Update Schedule and set your
scheduling details.
Note: Scheduled intelligent agents stop running and are automatically disabled if
the unit is inactive, over (end date passed), or deleted. You can still set up a
practice run or a manual run of an intelligent agent at any time in a unit with a
passed end date.
• In the Email Format area, enter your email details.
8. Click Save and Close.

1.
2.
3.
4.
5.
6.

Edit an agent
1.
2.
3.
4.
5.

On the navbar, click Unit Admin.
Click
Intelligent Agents.
From the context menu of the agent you want to edit, click
Make your changes.
Click Save and Close.

Edit Agent.

Copy an agent
You can copy an agent to reuse or make minor editing changes to. All copied agents will be
disabled by default.
1. On the navbar, click Unit Admin.
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2. Click
Intelligent Agents.
3. From the context menu of the agent you want to copy, click Copy. A new agent is
created and Copy of is added to the beginning of its name.

Delete an agent
You can delete an agent individually or in bulk. Deleted agents do not run if they have a
recurring schedule.
1. On the navbar, click Unit Admin.
2. Click
Intelligent Agents.
3. In the Agent List, select the check boxes of the agents you want to delete and click
Delete.
4. To confirm the deletion, click Delete.

Restore an agent
You can restore deleted agents. All restored agents maintain existing properties and history.
1. On the navbar, click Unit Admin.
2. Click
Intelligent Agents.
3. In the Restore Agents page, click Restore to restore any of the deleted agents.

Update Intelligent Agents settings
You can adjust the settings in the <tool_Intelligent_Agent> tool to set custom values for the
name that emails come from and the reply-to address that responses are delivered to.
On the navbar, click Unit Admin.
Click
Intelligent Agents.
Click Settings.
On the Intelligent Agents Settings page, select one of the following:
• Select Use the system defaults.
• Select set custom values for this unit and fill in the available fields.
5. Click Save.

1.
2.
3.
4.

Run an agent manually
Typically, agents are set up to run automatically. If you do not have a regular schedule set up
for an agent, you must run it manually.
When you run an agent manually, it sends a confirmation email to the user that requested or
set up the agent. This email contains the following information: org unit code and name,
which agent ran, time and date the request was submitted, time and date the request was
finished, and whether the agent took action.
You can set up a manual run of an intelligent agent at any time in a unit with a passed end
date. Agents do not need to be enabled in order to set up a manual run.
1. On the navbar, click Unit Admin.
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2. Click
Intelligent Agents.
3. From the context menu of the agent you want to run manually, click Run Now.
4. To confirm the manual run, click Run.

Perform a practice run
You can have an agent perform a practice run to see who will be identified by the agent
without sending those users an email. Agents do not need to be enabled in order to perform
a practice run.
1. On the navbar, click Unit Admin.
2. Click
Intelligent Agents.
3. From the context menu of the agent you want to perform a practice run for, click
Practice Run.
4. To view the users identified, on the Agent List, in the Results of Last Run column,
click the link.

Change the status of an agent
You can enable and disable agents individually or in bulk easily on the Agent List page.
Disabled agents display an
Agent is not enabled icon by their name.
1. On the navbar, click Unit Admin.
2. Click
Intelligent Agents.
3. On the Agent List page, do one of the following:
• To enable an agent, select the check box for any agent you want to enable and
click the Enable link.
• To disable an agent, select the check box for any agent you want to disable and
click the
Disable link.

View the history of an agent
You can view the history of an agent to see when the agent was run, who was identified, the
type of run (Manual, Scheduled, or Practice), who ran the agent, and if any errors were
encountered.
1. On the navbar, click Unit Admin.
2. Click
Intelligent Agents.
3. From the context menu of the agent you want to view the history of, click View
History.

View scheduled agents' run time
You can view the time of day the scheduled agents will run.
1. On the navbar, click Unit Admin.
2. Click
Intelligent Agents.
3. Click Settings.
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4. On the Intelligent Agents Settings page, view the Scheduled Agents Run Time.

View an agent's next run date
You can view the next run date for scheduled agents. There is no next run date if a schedule
is not enabled.
1. On the navbar, click Unit Admin.
2. Click
Intelligent Agents.
3. On the Agent List page, view the Next Run Date.
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Creating Unit Content
Educators (and assemblers) can create unit content with the following tools:
•
•
•
•
•
•

Create unit content with the Content tool
Format HTML unit content with the HTML Editor tool
Create a custom learning path in a unit with the Release Conditions tool
Notify learners about updated unit content
Add availability and due dates in Content
Evaluate assignment submissions from Content

Create unit content with the Content tool
Use the Content tool to post and organise unit content so that information about unit
expectations, unit study guide, lecture notes, and important dates display to users clearly.
Unit materials you post in Content can include documents, images, media files, URL links,
and existing unit activities. You can add release conditions, and grade items to topics to
ensure users navigate through unit materials while fulfilling specific unit requirements and
learning expectations.
You can also monitor class and user progress as students work through unit content by
setting automatic (determined by the system) or manual (determined by the student)
completion tracking.

Content tool overview for educators
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1) When users access a unit's Content tool for the first time, the first page they land on is the
Overview. Use the Overview page to orient users to the unit, content materials, and unit
expectations. Upload your Unit Study guide to the Overview page as an attachment. If you
decide not to add anything to this page, the Overview link and page is hidden from learners'
view.
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 Unit Schedule page lists unit material due dates, start dates, end dates, overdue unit
activities, and other unit events for the next seven days. If you set availability dates or a due
date for a unit object, it appears in the Unit Schedule page and the Agenda view in the
Calendar tool. If you set a due date for a unit activity that has no end date or it has an end
date that occurs after the due date, the activity appears on the Overdue tab for learners who
miss the due date. The Overdue tab lists overdue unit activities that learners can still
complete before the item or unit becomes unavailable.
The dates listed on this page are not exclusive to content topics; upcoming events include all
events within the unit from the Calendar tool. The number beside the Upcoming Events link
indicates how many upcoming events you have.
4) The Table of Contents panel lists all modules available in your unit. The number beside
each module name in the Table of Contents panel indicates the number of topics you have
set completion tracking for. The number beside the Table of Contents link indicates the total
number of topics you have set completion tracking for. Use the number totals to determine
the task load being put on learners per module.
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5) The unit content administration options located on the Table of Contents page allow
assemblers to import and copy unit content, bulk Unit Admin content properties, manage unit
files, view reports on unit content, and restore deleted unit items.

About unit content organisation
Your unit content is organised using modules and content topics. Use modules to organise
the broad subject areas of your unit offering (for example, the topics covered in the unit like
Identify Customer Needs, Deliver a Service to Customers, Monitor and Report on Service
Delivery, and so on). Use content topics within a module to organise the specific materials of
each module (for example, documents or web pages like How to identify and clarify customer
needs and expectations, Delivering a quality service, Understanding your customer who has
special needs and so on).
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About accessible units and accessible unit content
Organizing your unit in a way that supports the learning needs and styles of all users can be
a difficult task. Your learning materials need to engage, educate, evaluate, and
accommodate people effectively.
Guideline

Explanation

Set clear unit There are some design decisions you can make that will help all learners use your
expectations online unit effectively:

• Use the Content Overview page to help familiarize your learners with your unit
content.
• Add your unit study guide to the Content Overview page. This helps all users
clearly understand your unit expectations up front. If possible, link each item to
the actual item in your unit. This provides a navigation shortcut to important
content and helps students with learning disabilities clearly see how unit content
relates to unit expectations.
• Set up enumerations in the Content tool's Settings to establish a clear hierarchy in
your unit content. Well-defined unit structure is easier to navigate for screen
reader users and learners with learning disabilities.
Make time
limits and
deadlines
flexible
Provide
alternative
learning
materials

• Provide readings well in advance of deadlines so users can work ahead and
prepare. Many learners need the extra time to read through content multiple
times. If you use release conditions to control when to release unit content on a
module by module basis, make sure you give learners plenty of time to complete
each component.
One of the most effective unit design decisions you can make to improve engagement is
to offer unit materials that appeal to more than one sense. For example, the same
material can have an audio, video, and text component. This type of redundancy helps
engage learners with different learning types, reinforces important concepts, and helps
ensure that users with physical disabilities can access content in a suitable format.

•

Use the Content tool for readings and unit material. HTML is easier for assistive
technologies to interpret than application-based files such as Microsoft Word.
Follow web standards when creating your content.
• If you need to use PDF files for additional content, use optical character
recognition (OCR) if you are scanning documents so the text can be read by
screen readers. Also consider adding tags to your documents to enable screen
reader users to navigate them more easily. For more information about PDF
accessibility, go to http://webaim.org/techniques/acrobat.
• If your readings and lecture materials use many graphics, tables, videos, or audio,
provide a text-only alternative. Text-only material should supplement, not replace,
other delivery methods. Videos, graphics, and audio files are a great way to
generate interest in a topic, present material from different perspectives, and help
students with learning disabilities through redundancy. Make the text-only
alternatives easy to compile for print so that all learners can use them as study
aids at their leisure.
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Most of the following tips provided are web content standards set by the World Wide Web
Consortium in the Web Content Accessibility Guidelines and should be considered when
creating HTML content.
• Use a simple layout that does not organise content in tables or columns. Simply
organised material is easier for learners to read and understand, is easier for assistive
technology to interpret and present, and is easier for mobile and handheld devices to
resize.
• Use headings to communicate the relationships between sections. Use Heading 1 for
the title, Heading 2 for major sections, Heading 3 for subsections, and so on. If
headings are used correctly, screen reader users can quickly search a page by
heading and participants with cognitive disabilities can understand how sections and
content relate easier.
• Make sure each heading is unique. Do not use the same text for a Heading 3
(subsection) that you used for your Heading 1 at the start of the document. The same
principle applies to file/item names. Make sure each file or item you create has a
unique name.
• For longer topics, include a table of contents that links to each section and "Back to
top" links at the end of each section.
• Include alternative text descriptions (alt text) for all graphics. Use double quotes (null)
"" as the alt text if the object is a decorative element that does not add meaning. If the
graphic is a link, begin the alt text with "Link to". The HTML Editor in Connect
automatically prompts you to include alt text when you insert an image.
• Include detailed captions below tables and graphs. These captions should explain
what the objects convey, including important trends and statistics. This will help all
learners interpret the objects. For tables, include a caption using the caption element
that explains how the table is organised. Check that tables make sense when read
from left to right. Screen readers have difficulty conveying information that reads from
top to bottom.
• Use the same text on-screen and in the alt text for links. Make sure the text describes
the action that will occur. Never use text such as "Click Here" as the link. Screen
reader users often use a list of links to quickly navigate actions on a page; this is not
possible if links are not descriptive.
• Include text alternatives of multimedia content, such as audio or video files. If you do
not have the time to create a complete text alternative, include a descriptive label that
summarizes the content.
• Do not use blinking or flashing multimedia as it can cause seizures in individuals with
photosensitivity. Use animation when it helps convey a concept and not to draw
attention to an unchanging object. Use a combination of size, color, and prominence to
draw attention to objects.
• Never use only color to convey meaning. If you want to show how concepts and
objects relate to each other use a combination of size, color, and text labels.
• Ensure there is a strong contrast between the text and background colors used in your
unit materials.
• Use relative font sizes and make sure the text and page layout adjusts when font sizes
are changed. Users should not have to scroll horizontally.
• If you create PDF documents from Microsoft Word or another word processor, make
sure you format titles and sections using headings so they are tagged correctly in the
PDF.
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• If users can use text-to-speech software to read text aloud or highlight text as they go
through it, test the software to ensure it functions correctly for specific tools and
settings you want to create. For example, disabling right-click in quizzes can prevent
some text-to-speech software from tracking text, so try your software to see if you
experience similar issues.
• Take advantage of D2L-compatible tools, such as OpenDyslexic font, ReadSpeaker,
Visual unit widget, and audio topics.

What kinds of files can I use for unit content?
Extension
HTM, HTML, MHT, MHTML

File Type
Web
document

Notes
Connect strips the <title> tag and text within the
tag from user created web documents

RTF, PPT, PPS, PDF, DOC, DOCX, Text
PPTX, XML, XLS, TXT, WPD
document
JPG, JPEG, PNG, GIF, BMP, TIF,
TIFF

Image

SWF, MPG, MPEG, RM, MP3, MP4, Media
M4V, M4A, AVI, WAV, RAM, ASF,
MOV, RA

The extensions MP4, M4V, and M4A allow users
to drag entire albums, video podcasts, and movies
from iTunes

Create a new module
To create a new module
You must create a module before you can add topics. You can create submodules (modules
within existing modules) to establish a deeper hierarchy.
If your unit is SCORM 2004-compliant, new modules that you create are outside the
sequencing and navigation built into the SCORM package.
1. On the navbar, click Content.
2. In the Table of Contents panel, in the Add a module field, enter the name of your
new module and then press Enter.
To add a submodule, click into the module. In the Add a sub-module field, enter the name
of your new sub-module and then press Enter.
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Create a new topic
1. On the navbar, click Content.
2. In the
Table of Contents panel, click on the module in which you want to create a
new topic.
3. From the New drop-down menu do one of the following:
• To add a video or audio topic, click
Video or Audio.
• To add existing files from your computer, unit offering files, or Shared Files
area, click Upload Files.
• To add a new file, click
Create a File.
• To add a link, click
Create a Link.
• To add existing files from Manage Files, click
Add from Manage Files.
• To add a new checklist, click
New Checklist.
• To add a new discussion topic, click
New Discussion.
• To add a new assignment submission folder, click
New Assignments.
• To add a new quiz, click
New Quiz.
• To add a new survey, click
New Survey.
4. Follow the prompts on the screen to modify your new topic.

Add an existing unit object to Content
1. On the navbar, click Content.
2. On the Table of Contents page, for the module you want to add a unit object to, click
Add Existing and do one of the following:
• To add an existing chat, click
Chat.
• To add an existing checklist, click
Checklist.
• To add an existing discussion topic, click
Discussions.
• To add an existing assignment submissions folder, click
Assignments.
• To add an existing quiz, click
Quizzes.
• To add an existing self assessment, click
Self Assessments.
• To add an existing survey, click
Surveys.
Note: Additional menu options may be available depending on your institution.
3. Do one of the following:
• To insert an existing activity, in the Add Activity window, click on the activity.
• To create and insert a new activity, in the Add Activity window, click Create
New [activity]. Enter your activity details and click Create and Insert.

Add subtitles to video topics
You can add subtitles to uploaded videos by uploading an SRT or WebVTT file. You can also
attach more than one subtitle file to a video to accommodate more than one language. This
can make your video available to a broader audience. Subtitles appear to students as closed
captions within the video player and they can decide if they want to view the video with
subtitles enabled, as well as which of the available languages they want to use. Subtitles are
not automatically generated for videos, and they are not automatically translated into
different languages. The closed caption file uploads into a subfolder in the same location as
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the video file. You can only add subtitles to the videos that you upload. If you want to include
subtitles for web videos hosted on another site, such as YouTube, you must follow the
practices of that site.
1. On the navbar, click Content.
2. In the
Table of Contents panel, click on the module in which you want to create a
new video topic.
3. From the Upload/Create button, click
Video or Audio.
4. In the Upload tab, upload your video.
5. Click Add Subtitles.
6. From the Subtitle Language drop-down list, select a language.
7. To upload the SRT or WebVTT file containing your close captions for the video, click
Browse. Locate your file and click Open.
8. Click Done > Save.

About SRT files
An SRT file is a .srt extension file that contains a formatted plain text list of timecodes
(HH:MM:SS,MIL) matched with subtitles. Each item on the list is numbered sequentially
starting with 1. You can create your own SRT file with a plain text editor such as Notepad or
TextEdit, and save the file with extension .srt. The following is a .srt file example:
1

00:00:00,000 --> 00:00:07,000

Hello, I’m James. Welcome to this presentation.

2

00:00:07,050 --> 00:00:12,000

Today I will be speaking about changes in eLearning technology.
3

00:00:12,050 --> 00:00:20,000

This is a thirty minute seminar. If you wish, you may take notes
during this presentation.

Managing unit content using drag and drop
In the Content tool, you can arrange your unit content by dragging and dropping modules
and topics using the module or topic's drag handle ( ).
If you drag a module or topic above or below other modules and topics, a gray line appears
to indicate you can drop the module or topic there. If you drag a module or topic over another
module, the module appears orange to indicate you can drop it there.
You can also automatically update your existing files by dragging the newest version of your
file from your computer into the appropriate module. When a module contains no topics, an
upload target displays. If you drag a file over an upload target, that area appears orange to
indicate you can drop it there. When a module contains topics, you can still drag a file into it.
A horizontal line indicates where the file will be dropped, allowing you to create new topics
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between pre-existing ones. You can also drop files from your computer directly into the Table
of Contents panel.
When you drag files from your computer into a module's upload target to add or update
topics, the files will save in the Manage Files tool. A dialog prompt will appear asking you
where in Manage Files you want to save the new file.
Internet Explorer 9 and older currently do not support dragging and dropping files from your
desktop into Connect.

Set up a quicklink to a discussion topic or forum within an existing
Content topic
From the unit home page, click
Content.
Click the content module or sub-module for the topic you want to create a quicklink in.
From the context menu of the topic you want to add a quicklink to, click Edit HTML.
In the Content editor, enter the text you want to hyperlink to, highlight the text, and
then click the Quicklink icon.
5. In the Unit Materials dialog box, click Discussions.
• To add a discussion forum, click the Insert icon for the forum.
• To add a discussion topic, click directly on the topic.

1.
2.
3.
4.

Set up a quicklink to a discussion topic or forum so that it exists as a
Content topic under a parent module or sub-module
1. From the unit home page, click
Content.
2. In the module or sub-module you want to add the quicklink to, click Existing Activities
and then Discussions.
3. Click the discussion forum that you want to add a quicklink to:
• To add a discussion forum, click the Insert icon for the forum.
• To add a discussion topic, click the topic.

Set a content topic or module's status
If you set a module's status as draft, the module and all its topics are hidden from students.
1. On the navbar, click Content.
2. Do one of the following:
• To set a topic's status, on the Table of Contents page, from the context menu
of the topic you want to set, click
View Topic. In the Activity Details tab,
from the status drop-down list, select either Published or Draft.
• To set a module's status, from the Table of Contents panel, click on the
module's name. From the status drop-down list, select either Published or
Draft.

Styling content topics consistently
You can create a new HTML document based on any existing HTML file. If you set up a path
to a directory containing HTML templates in Manage Files, these template choices appear in
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a drop-down list when you create a new document. All links to assets such as images, CSS,
and JS files are maintained when you create a new HTML document from a template in
Content.
Therefore, you can build many documents from one central template housed in the template
directory, with standard styles and images already included.
If you have already created an entirely new HTML document, you can save it in your
template directory for other documents.
TAFE Queensland uses the TAFE Queensland Development Starter Kit (based on Bootstrap
3) as the basis for building responsive HTML-based eLearning content.
For more information on HTML design guidelines, components and examples, see the TAFE
Queensland Development Starter Kit website at: https://bit.ly/tq-devkit

Enable HTML templates in Content
On the navbar, click Content.
Click
Settings.
In the Content Authoring area, select the Enable HTML Templates check box.
If you want to change where your templates are located, click Change Path. Select
your new location, then click Select Path.
5. Click Save.

1.
2.
3.
4.

Apply an HTML template to a new document in Content
1. On the navbar, click Content.
2. On the Table of Contents page, from the Upload/Create button of the module you
want to add a new document with an HTML template attached, click
Create a File.
3. Do one of the following:
• If you have a defined template directory, from the drop-down list, click Select a
Document Template.
• If you do not have a defined template directory, click
Browse for a Template.
Locate the template you want to use, then click Add.
4. Customise your topic according to your needs.
5. Do one of the following:
• To publish your topic, click Publish.
• To save your topic for further edits, click Save as Draft.

Create a SCORM object's grade item
You can edit SCORM packages with the same options that are available when you create
content topics. Although you can add a grade item to a SCORM object, completing a quiz
included in a SCORM package automatically generates a grade item in the grades list,
populated with the quiz results.
1. On the navbar, click Content.
2. On the Table of Contents page, click on the SCORM topic for which you want to
create a grade item.
3. In the Activity Details tab, in the Assessment area, click Add a grade item.
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4. Enter a Points value for the grade item.
5. Do one of the following:
• To add an existing grade item, from the drop-down list, select your item.
• To create and attach a new grade item, click the New Grade Item icon. Enter
your new grade item's details. Click Create.
6. Click Save.

Remove SCORM simple sequencing
You can remove the sequencing and navigation rules from a SCORM package if you want to
use some of the modules or topics in another unit, or reorder modules and topics in the
current unit.
Removing sequencing and navigation from a SCORM package resets progress tracking for
those topics.
1. On the navbar, click Content.
2. From the Table of Contents panel, click on the module from which you want to
remove simple sequencing.
3. From the context menu of the module, click Remove Sequencing.
4. Click Yes.

Why are YouTube videos and other embedded media using Insert Stuff
not working/loading?
When using the Insert Stuff framework to add a YouTube video/other embedded media in a
Content frame, the Firefox internet browser blocks the content because it is unsecure without
informing the user that there is actually an invisible block around where the media should be.
This makes it appear as if the insert failed even though the browser is actually blocking the
unsecure content.
To resolve this issue, the URL that is linked from within the Content frames must use https://
and NOT an http:// URL. If the destination site doesn't have an https:// URL, then you might
reconsider linking to this content. If it is necessary, ensure that your students know that they
need to enable the ability to view unsecure content.

Why can't learners see the Content I posted?
If learners indicate that they can’t see a Content Module or Topic that you posted, review the
following settings for that Content Module/Topic:
1. From the unit homepage, click
Content.
2. Select the Content module/sub-module from the contents section. If learners can't see
a content topic, click the topic's context menu and select Edit Properties.
3. Click Add dates and restrictions.
4. Review the following:
• Ensure that the start and end dates set on the Content Module / Topic are
accurate.
If there is a start or end date set on the Content module / topic that wasn’t
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intended, remove the dates filled in the Start Date and End Date fields so that
they are blank.
• Under Release Conditions, ensure that the release conditions set on the
Content Module / Topic are accurate.
If there are release conditions set that weren't intended, remove the release
conditions by clicking the Delete icon.
If the start date, end date, and release conditions are set accurately, and
learners still can’t view the Content module / topic, then the reason the learners
cannot view the Content is due to them not having met the release conditions to
be able to view the Content.

Format HTML unit content
The HTML Editor integrates with all Connect tools that have HTML content creation
capabilities. For example, the HTML Editor is available when you edit discussion topics,
create custom instructions for assignment folders, and create content topics.

What are the basics of HTML Editor?

The HTML Editor has three options you can choose when viewing content:
View

Description

Design
view

The design view loads automatically when the HTML Editor is accessed. Use this
view to quickly create and format content without needing any prior knowledge of
HTML. Enter your content and use the available controls to apply formatting to
your text, insert images and tables, and create links.

Source
Editor
view

Click the
HTML Source Editor icon to display the source editor view. This view
displays the code that structures and formats your content. Use this view if you
have experience with HTML and prefer to author your content in HTML or want to
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View

Description
apply styles from a cascading style sheet (CSS). If you have HTML-based content
from another application, you can also copy and paste that code into the source
editor view.

Preview

Use the view to display a preview of your HTML content in a new window. This
allows you to preview content and ensure that it displays as expected prior to
saving any changes.

Compliance to accessibility standards in HTML-authored content
An accessibility checker is now available within the HTML Editor for use within Content,
Quizzes, Assignments, Calendar, Assignments, and any other tools where you can access
the HTML Editor.
The accessibility checker is available on the HTML Editor bar. After you add content to the
HTML 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 the use of the following items:
•
•
•
•
•
•
•
•
•
•
•
•

Use of paragraphs as headings
Sequential headings
Adjacent links
Ordered list structure
Unordered list structure
Contrast 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 the content is free of accessibility issues, or offers suggestions to fix
them.
Note that the accessibility checker does not check multiple files at the same time and does
not check files that you have imported into a unit. Also be aware that the accessibility
checker is only available for HTML files in the HTML Editor tool; it cannot be used to check
any other file type, such as MS Word, PDF, PowerPoint, and so on.

Use the Accessibility Checker on HTML-authored content
The accessibility checker gives you a way to ensure that the content you author in the HTML
Editor conforms to WCAG and Section 508 accessibility standards. The accessibility checker
is available within the HTML Editor for use within Content, Quizzes, Assignments, Calendar,
Assignments, Discussions and any other tools where a user can access the HTML Editor.
1. Enter HTML content in the HTML Editor.
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2. Click
to start the checker.
3. If there are any compliance issues, read the report for suggestions on how to fix the
issue.

About inserting equations in the HTML Editor
The Graphical Equation Editor enables users to insert mathematical equations within the
HTML Editor. It supports the input of MathML and LaTeX, and includes a graphical editor
where you can visually create equations. Depending on your org settings, you may not have
access to all input methods.
The Graphical Equation Editor in Connect does not require Java support or have specific
browser compatibility considerations.
Concept
MathML

Description
MathML is a standard adopted by the World Wide Web Consortium (W3C). It
uses XML to describe mathematical notation by capturing both its structure and
content. This enables MathML to support visual display and assistive
technology access.
As a standard, Connect stores and displays all equations in the MathML
format, regardless of the format you use to enter equations. Connect uses the
MathJax JavaScript engine to display MathML equations.
Go to http://www.mathjax.org to learn more about MathJax features.

LaTeX

LaTeX is a typesetting system based on TeX. It provides a text syntax for
complex mathematical formulae. Connect stores equations entered in LaTeX
format as MathML to ensure consistency and accessibility.

About the Graphical Equation Editor
The Graphical Equation Editor is a Javascript-based application in the HTML Editor tool that
enables users to add graphical, MathML, and LaTeX equations to their content. The editor
provides the necessary elements to construct equations quickly and easily. Each button in
the editor tool bar opens a palette of related mathematical symbols. When equations are
inserted into the HTML Editor, educators can see the equations inline while they are editing
their work.
Before using the editor:
• Ensure that you have installed the latest version of your internet browser and that you
enable Javascript
• Disable any software or browser settings that block pop-up windows
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Tabs in the Graphical Equation Editor
Icon

Name

Description
• Add a template for building equations.
• Add and edit text in the equation using the Cut, Copy, Paste, Undo,
Color, and other text editing function

General tab

Symbols tab

Add mathematical symbols to equations

Arrows tab

Update or add arrows to equations

Greek and letters Update or add uppercase and lowercase Greek characters to equations
tab
Matrices tab

Update or add matrices to equations

Scripts and
layout tab

Add scripts or layouts to build equations

Decorations tab Add fences such as brackets and vertical bars around text fields
Big operators tab Update or add big operators to equations
Calculus tab

Add a template for building Calculus equations

Create an equation
1. Navigate to the HTML Editor where you want to create an equation.
2. From the Graphical equation drop-down list, do one of the following:
• To insert a graphical equation, click Graphical equation.
• To insert a MathML equation, click MathML equation.
• To insert a LaTeX equation, click LaTeX equation.
3. In the Insert Equation window, enter your equation.
4. Click Insert.
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Edit an equation
1.
2.
3.
4.

Navigate to the unit item that contains the equation you want to edit.
From the context menu of the unit item, click
Edit HTML.
Inside the HTML Editor, click on the box with the
capital sigma sign.
From the Graphical equation drop-down list, do one of the following:
• To edit the equation using the graphical equation format, click Graphical
equation.
• To edit the equation using the MathML equation format, click MathML equation.
• To edit the equation using the LaTeX equation format, click LaTeX equation.

5. Make your changes.
6. Click Insert > Update.

Create a custom learning path in a unit

© 2017 by D2L Corporation. All rights reserved. Published: Aug 2017.
Customised by eLearning Services, TAFE Queensland. Last updated: May 2018.

Release conditions allow you to create a custom learning path through the materials in your
unit. When you attach a release condition to an item, users cannot see that item until they
meet the associated condition. For example, you could attach a release condition to the
second topic in your unit’s content area that would hide that topic until users viewed the topic
before it. Or you could create a condition that required users to view a content topic before
gaining access to a quiz, or one that required them to post to a discussion topic before they
could see a content module.
If you attach multiple conditions to an item, users must meet all conditions before they can
access the item. For example, you could require users to visit the first three content topics in
a unit before gaining access to an associated quiz.
Once a user meets a release condition, the condition is cleared for that user and cannot be
reset. For example, if you attach a release condition to a discussion topic requiring users to
achieve more than 80% on a formative quiz before they can access that topic, and one of
your participants receives 85% on the quiz but you adjust their grade to 75% they will be able
to access the topic because they did meet the requirement at some point.

Access Release Conditions
1. Navigate to the unit item you want to add release conditions to.
2. From the context menu of the unit item, click
Edit [unit item].
3. Do any of the following:
• To access release conditions for a discussion forum or topic, checklist,
assignment submissions folder, grade item, quiz, or survey, click the
Restrictions tab.
• To access release conditions for a custom widget, click the Release Conditions
tab.
• To access release conditions for an Announcements item, scroll to the
Additional Release Conditions area.

Tools that support release conditions
You can access release conditions for any of the following unit items:
•
•
•
•
•
•
•
•
•

Checklist
Content modules and topics
Discussion forums and topics
Assignments
Grade items and categories
Intelligent Agents
Announcements items
Quizzes
Surveys

How do release conditions work?
Release conditions allow you to create a custom learning path through the materials in your
unit. When you attach a release condition to an item, users cannot see that item until they
meet the associated condition. For example, you could attach a release condition to the
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second topic in your unit’s content area that would hide that topic until users viewed the topic
before it. Or you could create a condition that required users to view a content topic before
gaining access to a quiz, or one that required them to post to a discussion topic before they
could see a content module.
Release conditions can also be added to intelligent agents to create email notifications for
users. For example, you could create an intelligent agent that sends a reminder email to
users who have not yet completed a required quiz or assignment in the unit. This scenario is
ideal for using release conditions with the "not" operator.
If you attach multiple conditions to an item, users must meet all conditions before they can
access the item. For example, you could require users to visit the first three content topics in
a unit before gaining access to an associated quiz.
Once a user meets a release condition, the condition is cleared for that user and cannot be
reset. For example, if you attach a release condition to a discussion topic requiring users to
achieve more than 80% on a formative quiz before they can access that topic, and one of
your participants receives 85% on the quiz but you adjust their grade to 75% they will be able
to access the topic because they did meet the requirement at some point.

Best practices for creating release conditions
• Set up conditions before users access the unit - Create all of your unit materials
and set up your release conditions before the unit opens to users. This gives you a
chance to check for mistakes in the conditions or for circular, contradictory, or
unnecessary conditions. If you add new release conditions after users have accessed
the unit, users might be confused by resources disappearing. Since conditions cannot
be reset, you also risk having users meet conditions before your resources are ready
(for example, accessing a content topic before it is finished).
• Avoid unnecessary conditions - Each condition you associate with a tool takes
additional time for Connect to process. Using as few conditions as possible to set up a
learning path minimizes the amount of time that users spend waiting for pages to load.
For example, you set up a content topic, a quiz, and an assignment submissions folder
for the second week of class. You want users to read the topic before taking the quiz,
and you want them to read the topic and attempt the quiz before submitting the week’s
work to the assignment submissions folder. For the assignment submissions folder,
you only need to attach the condition that users attempt the quiz. Since users must
read the content topic before they can take the quiz, it is not necessary to add this
condition to the assignment submissions folder.
• Avoid circular references - A circular reference makes it impossible for users to
satisfy a set of conditions. For example, if you set the condition that users must view a
content topic before they can access an assignment submissions folder, and then set
a condition that they must submit a file to the assignment submissions folder before
they can access the content topic, you have a circular reference. Users can’t satisfy
either condition without satisfying the other one first. Circular references are more
likely to occur with long chains of conditions. For example, a content topic that
depends on a quiz that depends on an assignment submissions folder that depends on
a checklist that depends on the content topic.
• Avoid impossible conditions - Ensure that your conditions are not impossible for
users to satisfy. For example, a condition that users must achieve greater than 100%
on a grade item would be impossible (unless the grade item is set to Can Exceed). If
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•

•

•

•

•

•

•

users are unable to satisfy a condition, they are unable to access the content or tools
to which the condition is attached.
Avoid contradictory conditions - Contradictory conditions occur when two or more
conditions that cancel each other out are associated with an item. For example, the
conditions User must achieve greater than 49.9% on Grade Item 1 and User must
achieve less than 50% on Grade Item 1 are contradictory. Users cannot satisfy both
conditions at the same time; they would not be able to see the item associated with
these conditions.
Release content based on learning ability and unit performance - Include
additional content in your unit specifically for users who need extra help and release
this content to users who score below a specified threshold on a quiz or grade item.
Alternately, release a special survey to users who attain a high score.
Release content in stages - To reveal content topics to users only after they have
read prior content, attach release conditions on the subsequent topics or modules that
require users to view earlier topics. This can provide a clear path through the material
and prevent users from becoming overwhelmed by a large table of contents at the start
of the unit.
Release content based on enrolment date - If your unit has rolling enrolment, you
can set unit materials and assessments to become available relative to a users'
enrolment date. This allows you to provide a structured path through the unit for every
user regardless of their enrolment date.
Customise content for groups within a unit - If your unit has group projects and you
want to provide different instructions or resources for each group, you can create
separate content topics or modules for each project and attach release conditions
based on group enrolment. Group members working on one project will see content
related to their work without being distracted by content not relevant to them.
Use a checklist to organise activities - You can create a checklist that lists the
activities users should complete throughout the unit. For example, a checklist for the
first week might include reading the unit’s introductory content, posting to an
introductory discussion topic, and submitting a list of learning goals to assignment
submissions folder. You can set release conditions based on users checking off items
from their checklist. For example, you might release an Announcements item on your
unit’s homepage once users check off that they have completed the first week’s
activities.
Use intelligent agents to monitor user activity or non-activity - You can set up
intelligent agents with release conditions using the not operator to intervene with
students who have not completed unit work. For example, create an intelligent agent
that sends a reminder email to users who have not yet completed a quiz attempt or
submitted an assignment to an assignment submissions folder.

Release condition types
Condition Type
Awards - Awards

Description
The user must have earned a specific award in order to fulfill the release
condition
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Condition Type

Description

Checklist Completed
checklist

The user must complete all items on the selected checklist in order to fulfill the
release condition

Checklist Incomplete
checklist

The user must not complete one or more items on the selected checklist in
order to fulfill the release condition

Checklist Completed
checklist item

The user must complete a specific item on the selected checklist in order to
fulfill the release condition

Checklist Incomplete
checklist item

The user must not complete the specific item on the selected checklist to fulfill
the release condition

Classlist - Group
enrolment

The user must be enrolled in a specific group in order to fulfill the release
condition

Classlist - Org unit The user must be enrolled in a specific org unit in order to fulfill the release
enrolment
condition
Classlist - Section The user must be enrolled in a specific section in order to fulfill the release
enrolment
condition
Classlist - Role in The user must either:
current org unit
• be enrolled as a specific role
• not be enrolled as a specific role
in order to fulfill the release condition
Classlist - Date of The user must be enrolled in the current org unit for a specified number of days
enrolment in
in order to fulfill the release condition
current org unit
Content - visited
content topic

The user must visit a specific content topic in order to fulfill the release
condition

Content - Not
visited content
topic

The user must not visit the specified content topic in order to fulfill the release
condition.

Content - Visited
all content topics

The user must visit all content topics in the unit offering in order to fulfill the
release condition
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Condition Type

Description

Discussions The user must author a specified number and type of posts in a designated
Posts authored in module or topic in order to fulfill the release condition
topic
Discussions - No The user must not author any number or type of post in a designated module
posts authored in or topic in order to fulfill the release condition
topic
Discussions Score on
associated rubric

The user must achieve a specified Score and Threshold level on a discussion
module or topic, based on an associated rubric, in order to fulfill the release
condition

Assignments The user must make a submission to a specified assignment submissions
Submission to
folder in order to fulfill the release condition
Assignment
submission folder
Assignments - No The user must not make a submission to a specified assignment submissions
submission to
folder in order to fulfill the release condition
Assignment
submission folder
Assignments The user must receive feedback on a submission to a specified assignment
Receive feedback submissions folder in order to fulfill the release condition
on Assignment
submission
Assignments Score on
associated rubric

The user must achieve a specified Score and Threshold level on an
assignment submissions folder submission, based on an associated rubric, in
order to fulfill the release condition

Grades - Grade
value on a grade
item

The user must achieve a specified grade value on a grade item in order to fulfill
the release condition

Grades - No grade The user must not receive a specified grade value on a grade item in order to
received
fulfill the release condition
Grades - Score on The user must achieve a specified Score and Threshold level on a grade item,
associated rubric based on an associated rubric, in order to fulfill the release condition
Quizzes - Score on The user must achieve a specified score on a quiz in order to fulfill the release
a quiz
condition
Quizzes Completed quiz
attempt

The user must achieve a specified number of attempts of a quiz in order to
fulfill the release condition
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Condition Type

Description

Quizzes - Score on When a quiz has a learning objective with associated questions and an
selected questions assessment method attached to it, the user must achieve a specified grade
value on the learning objective in order to fulfill the release condition
Quizzes - Score on The user must achieve a specified Score and Threshold level on a quiz, based
associated rubric on an associated rubric, in order to fulfill the release condition
Quizzes - No
completed quiz
attempt

The user must not complete any attempt on a quiz in order to fulfill the release
condition

Surveys The user must achieve a specified number of attempts of a survey in order to
Completed survey fulfill the release condition
attempt
Surveys - No
The user must not complete any attempt on a survey in order to fulfill the
completed survey release condition
attempt

Notify learners about updated unit content
You can notify learners when updating or changing an HTML topic in Content. They receive
an Update alert notification in their minibar; clicking the alert brings them to the updated
topic.
1. On the navbar, click Content.
2. In the
Table of Contents pane, click on the module that contains the HTML topic
you want to update, then click on the topic.
3. Do one of the following:
• To edit the contents of the topic, from the context menu of the topic, click
Edit
HTML. Make your changes.
• To replace the topic, from the context menu of the topic, click
Change File.
To upload a new file, click
Upload. Follow the prompts to add your new file.
4. Select the Notify students that the content has changed check box.
5. If you want to describe your update changes, enter a description in the Add a
summary of the changes field.
6. If you want learners to revisit the topic to complete the activity, select the Reset
completion tracking check box.
7. Click Update.

Add availability and due dates in Content
Start and end dates specify when learners can access a topic or module. If you set a start,
end, or due date for a topic or module, it will appear on the Upcoming Events page and the
Agenda view in the Calendar tool. Setting an end date later than the due date for a topic
enables learners to access and complete the topic from the Overdue tab on the Unit
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Schedule page. Topics with a due date and no end date also appear in the Overdue tab on
the Unit Schedule page.
Note: Adding a due date to a content item that is associated to an assignment submission
folder overrides an existing end date that is further in the future. The due date also overrides
the end date in the Calendar tool.
1. On the navbar, click Content.
2. On the
Table of Contents page, click
Bulk Edit.
3. For any topic or module that you want to add availability or due dates to, click Add
dates and restrictions.
4. Do any of the following:
• To add a start date, click Add start date. Enter your start date details.
• To add a due date, click Add due date. Enter your due date details.
• To add an end date, click Add end date. Enter your end date details.
5. Click Update.
6. Click Done Editing.

Evaluate assignment submissions from Content
You can evaluate a learner's assignment submissions from Content even if the learner didn't
submit anything to the assignment submission folder. As a result, you can assign comments
and grades to learners with no submissions (for example, a grade of 0), and to learners who
submitted work outside of Connect.
1. On the navbar, click Content.
2. In the
Table of Contents pane, click on the module that contains the assignment
submissions folder for which you want to evaluate submissions.
3. Click on the assignment submissions folder.
4. In the Completion Summary tab, click on a user's name.
5. Enter your feedback in the Evaluation area.
6. Do one of the following:
• To publish your feedback, click Publish.
• To save your feedback without publishing, click Save Draft.
7. Do one of the following:
• To navigate to the next user in the list, click Next Learner.
• To stop evaluating users, click Back to Folder Submissions.
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Design an accessible unit
Learning designers and educators hold a pivotal role in ensuring that Connect is accessible
to all users, regardless of their learning needs. It is your content that students must access,
assess, and interact with. It is strongly recommended to follow accessibility best practices to
ensure that you meet the learning needs of all your students.

Meeting web content accessibility standards
Most of the tips provided are web content standards set by the World Wide Web Consortium.
For more information, review their Web Content Accessibility Guidelines.
•

•

•

•
•
•

•

•

•
•

When possible, use HTML topics to create your unit content. TAFE Queensland has
accessible HTML templates to streamline the content creation process. If you need to
use other file formats, such as video files, choose formats that are recognized by most
browsers or offer the material in multiple formats.
Use a simple layout that does not use tables or columns to organise information. When
information is organised simply, it is easier for students to read and understand. Simple
layout is also easier for assistive technology devices to interpret and present, and for
mobile and handheld devices to resize.
Use headings to communicate the relationships between sections. Use Heading 1 for the
title, Heading 2 for major sections, Heading 3 for subsections, and so on. If headings are
used correctly, screen reader users can quickly search a page by heading and
participants with cognitive disabilities can understand how sections and content relate
easier.
Make sure each heading, item, and file name are unique.
Include a table of contents that links to each section. Ensure that there are Back to top
links at the end of each section for longer documents.
Include alternative text descriptions (alt text) for all graphics. Use double quotes (null) as
the alt text if the object is a decorative element that does not add meaning to the topic. If
the graphic is a link, begin the alt text with "Link to". The HTML Editor in Connect
automatically prompts you to include alt text when you insert an image.
Include detailed captions below tables and graphs. These captions should explain what
information the objects convey, including important trends and statistics. For tables,
include a caption using the caption element that explains how the table is organised.
Check that tables make sense when read from left to right. Screen readers often have
difficulty conveying information that reads from top to bottom.
Use the same text on-screen and in the alt text for links. Make sure that the text
describes the action that will occur when you click the link. Do not use text such as Click
Here as the link. Screen readers often use a list of links to quickly navigate actions on a
page. This is not possible if links are not descriptive.
Include text alternatives of multimedia content, such as audio or video files. If you do not
have the time to create a complete text alternative, include a descriptive label that
summarizes the content.
Do not use blinking or flashing multimedia, as it can cause seizures in individuals with
photo-sensitivity. Use animation when it helps convey a concept, and not to draw
attention to an unchanging object. Use a combination of color, size, and prominence to
draw attention to objects.
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•
•
•
•

•
•

Do not use color to convey meaning. If you want to show how concepts relate to each
other, use a combination of size, color, and text labels.
Ensure that there is a strong contrast between the text and the background colors in your
unit materials.
Use relative font sizes and make sure that the text and page layout adjusts when a user
changes the font sizes. Users should not have to scroll horizontally.
If you use PDF files for content, scan them with optical character recognition (OCR) to
the text can be read by screen readers. Scan pages with multiple columns one column at
a time so that the optical character recognition functions as expected. Add bookmarks for
major sections to make the content easier to navigate.
If you create PDF files from Microsoft Word or another word processor, format titles and
sections using heading so they are correctly tagged in the PDF.
If learners use text-to-speech software to read text aloud or highlight text as they go
through it, test the software to ensure it functions correctly for specific tools and settings
that you want to use. For example, if you turn off right-click in quizzes, it can prevent
some text-to-speech software from tracking text.

Compliance to accessibility standards in HTML-authored content
An accessibility checker is now available within the HTML Editor for use within Content,
Quizzes, Assignments, Calendar, Assignments, and any other tools where you can access
the HTML Editor.
The accessibility checker is available on the HTML Editor bar. After you add content to the
HTML 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 the use of the following items:
•
•
•
•
•
•
•
•
•
•
•
•

Use of paragraphs as headings
Sequential headings
Adjacent links
Ordered list structure
Unordered list structure
Contrast 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 the content is free of accessibility issues, or offers suggestions to fix
them.
Note that the accessibility checker does not check multiple files at the same time and does
not check files that you have imported into a unit. Also be aware that the accessibility
checker is only available for HTML files in the HTML Editor tool; it cannot be used to check
any other file type, such as MS Word, PDF, PowerPoint, and so on.

Use the Accessibility Checker on HTML-authored content
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The accessibility checker gives you a way to ensure that the content you author in the HTML
Editor conforms to WCAG and Section 508 accessibility standards. The accessibility checker
is available within the HTML Editor for use within Content, Quizzes, Assignments, Calendar,
Assignments, Discussions and any other tools where a user can access the HTML Editor.
1. Enter HTML content in the HTML Editor.
2. Click
to start the checker.
3. If there are any compliance issues, read the report for suggestions on how to fix the
issue.

Setting clear unit expectations
For many students, an online unit marks a big change from a traditional classroom. This
change can be even more challenging for students with physical or learning disabilities, as
they can feel disconnected from their educator and other support systems. Connect provides
learning designers and educators with flexibility in how they set up and organise content,
however it can still be daunting for students who rely on assistive technologies to navigate
Connect, find unit materials, and find and complete assignments.
To help your students effectively use your online unit, consider the following design
guidelines:
• Create a news topic on Unit Home that introduces yourself (the educator) and any
teaching assistants. Include contact information and encourage students to contact
you if they have concerns, questions, or additional needs.
• Include your unit study guide as a news topic, or provide a link in a news item to your
Overview on the Unit Home. If possible, make each item in the syllabus a Quicklink to
the actual item in your unit. Quicklinks provide a navigation shortcut to important
content and helps students with learning disabilities clearly see how unit content
relates to unit expectations.
• Include an Announcements topic on the Unit Home that highlights some of the
personal tools available to students, such as Preferences and Class Progress.
• Build redundancy into your unit by repeating unit information within different tools. For
example, you can include all unit study guide information in the unit calendar, and
include information on how much a quiz, discussion topic, or assignment is worth in
the description of the syllabus entry for the content item. When unit expectations are
clearly communicated in the unit design, students can focus on learning content.
• Set up a clear hierarchy in your unit content using enumerations. In Content settings,
set up enumerations so that the unit structure is easier to navigate for users of screen
readers and students with learning disabilities.

Making flexible time limits and deadlines
In some cases, unit designers may put users with learning and physical disabilities at a
disadvantage without intending to. Usually, disadvantages result from users not having
enough time to complete tasks or not having appropriately designed resources. Consider
using the following best practices to organise unit materials:
• To encourage user participation and reflection, use Discussions instead of instant
messaging tools. Instant Messaging can be difficult for users with visual, motor, or
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learning disabilities because they require users to quickly process and respond to
information, using technology that doesn't match their needs. Discussions areas give
all users time to reflect. If you use instant messaging, be aware that some users may
need an alternative solution such as phone or face-to-face contact. Also consider how
accessible the instant messaging interface is for the tool you are using. The D2L
Instant Messages tool is specifically designed to be accessible by keyboard and
screen readers.
• Provide readings and assignments well in advance of deadlines so users can work
ahead and prepare. Many students need the time to organise extra help and to read
through the content more than one time. Use conditional release settings to release
unit content by module, and make sure you provide enough time to complete each
component.
• Be aware of the limitations that timed examinations place on students. Traditional
examinations usually have a time limit in which students must prepare their responses.
This can be difficult for students with learning or physical disabilities as they often need
more time to articulate or record their responses. Consider whether strict time limits
are necessary for your unit material. If time limits are required, ensure that students
are aware that they can request extra time.

Providing alternative learning materials
To improve student engagement, one of the most effective unit design decisions you can
make is to offer unit materials and assignments that appeal to more than one sense. For
example, the same material can have an audio, video, and text component. This type of
redundancy helps engage students with different learning types, reinforces important
concepts, and ensures that users with physical disabilities can access content in a suitable
format. Consider adopting the following best practices:
• Use Content for readings and unit material. It is easier for assistive technologies to
interpret HTML code than application-based files such as Microsoft Word. When
creating HTML content, follow web content accessibility standards.
• If you are scanning documents to use as unit content or using PDF files, use optical
character recognition (OCR) to ensure that documents with text can be read by screen
readers. Also consider adding tags to your documents to ensure that screen readers
can navigate more easily. For more information about PDF accessibility, see
http://webaim.org/techniques/acrobat.
• If your readings and lecture materials contain many graphics, tables, videos, or audio
recordings, provide a text-only alternative. Text-only material should supplement, not
replace, other delivery methods. Videos, graphics, and audio files area great way to
generate interest in a topic, present material from different perspectives, and help
students with learning disabilities through redundancy. Make the text-only alternatives
easy to compile for print so that all the students can use them as study aids.
• Allow students to demonstrate learning through different assignments associated with
the same grade item. For example, students might have the option of a written
reflection, a recorded interview, or a slide show presentation.
• Set up your discussion areas to encourage peer-to-peer support. Regularly review
information in the forums and adjust your content according to the needs of the group.
• Use the Equation Editor in combination with written descriptions of mathematical
formulas. Although the Equation Editor supports accessible equations through
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MathML, these standards are not supported by all browsers or assistive technologies.
Written descriptions help all students interpret what they need to complete the
equation.
• Use a vertical layout for quizzes so that only one answer or concept appears on each
line. Screen readers more easily interpret the order of the material, so most students
can more quickly interpret their options. A vertical layout also reduces formatting
issues when a student adjusts text sizes.
• Do not convert Microsoft PowerPoint presentations to images if you have any visually
impaired students. Screen readers are not able to read the content of the images, and
learners are not able to resize the text or graphics. PowerPoint slides are converted by
default; on the Create File Resource pop-up page you need to turn off the Convert
Word documents to HTML and PowerPoint slides to images option. As an
alternative, you can make it easy for learners to request copies of the original content,
and the learners can adjust and print them.

Directing learners to accessibility resources
It is a good practice to provide learners with information about how to find accessible
information and additional support:
• In Connect account settings, there are a number of settings that can be adjusted to
improve accessibility. These user preferences are controlled by individual users, and
can be set to the greatest benefit of individual learners.
• Connect provides learners with help about accessibility features, including tips on how
to configure Connect for use with a screen reader, screen magnifier, or keyboard-only
assistive technology device. You can find information about using zoom, color
contrast, and navigating using keyboard-only.
• Your region likely has a Disability Services office, library support staff, and tutoring
staff available for students seeking additional help. As an educator, familiarize yourself
with the programs in your region and share the information with students who seek
additional support.

Scenarios for creating release conditions to increase
accessibility in units
You can use Special Access and Release Conditions to set criteria around the availability of
content, which can be useful for accommodating students with other needs.
The following scenarios provide examples of when release conditions or special access can
improve accessibility:
• Create groups for students with special needs and use release conditions to provide
unit material, tasks, and work areas that are not available to other students. This is a
good option if you do not want other students to see or have access to the additional
unit items.
• If you are teaching a large unit, you might not be aware of the individual needs of all
the students enrolled in the unit. Set up a checklist that learners can use to request
extra resources, help, or unit material in a different format. For example, for each week
or major assignment, create checklist items for text-only versions of the unit material,
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an extra help discussion forum, additional reading material, and alternative formats for
multimedia material. Set release conditions for the checklist items so the requested
content is automatically released. This option ensures that the majority of learners
access the material as you intended, but learners needs are supported.
• Set up a survey to help you determine the learning needs of learners. Use the survey
results to determine what special access rights and extra resources to provide for the
learners.
• Set up quizzes, surveys, or assignment folders with time restrictions, but give special
access to learners who need more time because of physical or cognitive disabilities.
Alternatively, educators (or assemblers) creating quizzes might prefer to not set any
time restrictions because they can impact the quality of answers.
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Administer a unit
Educators can administer a unit with the following tools:
• Organise and manage week-specific unit items with the Checklist tool
• Set the calendar status of all unit objects with the Manage Dates tool
• Manage unit events with the Calendar tool

About unit administration
The Unit Administration area is a central area for accessing tools related to setting up and
managing your unit. From the Unit Administration area, you can access many tools to help
you run your unit smoothly. Some of the tasks you can accomplish include:
• Managing unit offering information
• Importing unit components

Activate a unit offering
Activating a unit makes the unit appear in the registered learner's My Units widget. Activating
a unit also makes it available to learners if you have not set a Start Date and/or End Date for
your unit.
If you have a Start Date for your unit that is later than the day you activate your unit, the unit
appears in the My Units widget, but is not available to learners until the date specified.
If you have an End Date for your unit and your unit is not deactivated, after that specified
date passes, the unit remains visible in the My Units widget, but is not available to learners.
1. On the unit home page, click
Unit Admin > Unit Offering Information.
2. Review the Active status (True or False).
Tip: Deactivating a unit offering hides it from learners without actually deleting it. This
way the content (including user data) can be kept for future use. Contact your
administration team to activate/deactivate units.
3. Click Save.

Unit Admin offering information
You can review the properties of your unit offering, on the Unit Offering Information page.
1. On the navbar, click Unit Admin.
2. Click
Unit Offering Information.
3. Review your information like Unit Name, Unit code, Business Unit, Active Status,
Intake Period, Start Date, and End Date.

Search for units
The Search for units field only appears in your My Units widget if you have been enrolled in
over 100 units in Connect.
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1. On the Unit Selector Dropdown, in the Search for units field, enter a value.
2. To add parameters to your search, click Advanced Search.
3. Do any of the following:
• To search for units by business unit, in the Business unit drop-down list, select
a business unit.
• To search for units by intake period, in the Intake Period drop-down list, select a
intake period.
• To search for units by status, in the Active drop-down list, select active or
inactive.
• To search by start date, in the Unit Start drop-down list, select an option. In the
filter fields, enter dates.
• To search by end date, in the Unit End drop-down list, select an option. In the
filter fields, enter dates.
4. Click the Search icon.

Managing unit components
About copying unit components between org units
The copy components utility lets you copy quizzes, content, grade items, discussion forums,
Assignments folders, and nearly every other type of component from another unit offering or
a unit offering’s parent template. Copying components saves you from having to recreate
your unit's resources and can significantly reduce the amount of work required to create or
re-offer a unit.
Note: This tool is currently only available in the Assembler and Admin roles.
You can use the copy components feature to:
• Reuse components created in a previous unit offering.
• Add components created by your peers into your own unit offering.
• Set up standard components inside a unit template and copy them into a new unit
offering each time a unit is re-offered.
• Include the selected unit as an additional historic unit
To copy components between unit offerings, you must be enrolled in both offerings. You also
need to be enrolled in and have access to the parent template to copy components from the
parent into a unit offering.
The following table addresses some common concerns around copying unit components
between org units:
Concern

Answer

Overwriting and The only components you might overwrite are unit files. Unit files are
duplicating
overwritten if one of the files being copied has the same name as an
content
existing file. No other components are overwritten.
For example, if you have three checklists in your current unit offering, and
copy two checklists from another offering, you will now have a total of five
checklists in the current offering. This is true even if the components are
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Concern

Answer
identical. If you are copying components from the same source multiple
times, be careful not to copy the same items more than once or you will
create duplicates.

User privacy
might be
compromised
when copying
unit components

User data is not copied. For example, if you copy the discussions
component, only the forums and topics are copied, not the posts inside the
topics. Similarly, if you copy Assignments folders or quizzes, user
submissions and quiz attempts are not copied.

Links and
associations
between
components

eLearinng recommends that you copy all components between units to
ensure you maintain all desired associations, and then delete any undesired
material in the new unit.
If you are copying linked or associated components, you must copy all of the
related components at the same time. For example, if a discussion topic has
release conditions based on the results of a quiz, you must copy all three
components—discussions, quizzes, and release conditions—at the same
time. Similarly, if you have a quiz that is associated with a grade item, be
sure to copy both the quiz and the grade item at the same time. As long as
the associated components are copied together, links between them are
retained.
To copy release conditions, you must select the Release Conditions
component.

Special considerations when copying unit components
When you are copying unit components, ensure that you have considered the following
implications or associated tasks.
Component

Notes

Content

Does not include files or content display settings; you must select these as
separate components. Be sure to copy all unit files used in the unit as well
as the content topics or only the content topic structure is copied.

Checklist

Due dates for checklist items are not changed when you copy them.

Groups

The new unit does not automatically enroll groups. You must enroll users
yourself.

Navbars

If you have modified the names of any tools, you must also copy the tool
names.

Release
Conditions

Only release conditions that reference or are attached to other components
are copied at the same time as the component. For example, if a quiz has a
release condition that refers to a content topic, the release note is only
copied if both the quiz and the content topic are copied at the same time. If
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Component

Notes
you copy release conditions without selecting any other component, there is
no action.

Copy unit components
In order to mitigate the risk that large units may result in timeout failures for users, the Copy
Unit components job functions as an asynchronous job. You can view the progress of the
copying job by clicking View History link.
1. In the unit offering that you want to copy components into, on the navbar, click Unit
Admin >
Import/Export/Copy Components.
2. Do one of the following:
• Select Copy Components from another Org Unit. Click Search for offering
and locate the unit offering containing the components you want to copy. Click
Add Selected.
• Select Copy Components from Parent Template to copy components from the
unit template the current unit offering belongs to.
3. Do one of the following:
• To copy all unit components, click Copy All Components. eLearning Services
recommends that you copy all components between units to ensure you
maintain all desired associations, and then delete any undesired material in the
new unit.
4. To specify the components you want to copy, click Select Components. Select your
components. To see details for unit components, click the Show the current unit
components link, then click the
View Detail icon beside a component to see
existing items. For those unit components that provide the option to Include associated
files, D2L recommends leaving the option turned on. Click Continue > Finish.
Do one of the following:
• To copy another package, click Copy Another Package.
• To see the results of your copy, click View Content.
Notes:
• Now when you copy groups to units, the group setup (grade item, assessment option,
and so on) is also copied over.

About importing unit components from a file
You can import components created in other learning management systems, provided by
content vendors, or created in a content creation program (like Respondus). To import
components, you must have a file containing the components in a format supported by the
Import tool.

Import unit components
1. In the unit offering containing the components you want to copy, on the navbar, click
Unit Admin >
Import/Export/Copy Components.
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2.
3.
4.
5.

On the Import/Export/Copy Components page, select Import Components.
Click Start.
Select the file you want to import.
Choose whether to Import All Components or Select Components and then follow
the prompts.

If you import unit components with names that already exist in the unit, or you import multiple
components with the same name, duplicate names appear; they are not overwritten. For
example, if your unit contains a discussion topic called Exam Review and you import a unit
package that contains a discussion topic called Exam Review, your unit will contain two
topics called Exam Review.

Unit Import Compatibility
The following table provides a list of learning management systems (LMS) and content
providers that you can import unit content from. It is recommended that you work with your
administrator when importing content from another LMS.
Component

IMS CP

QTI

Blackboard 6.0

1.1.2

1.2.1

Blackboard 6.1.5/6.2/6.3

1.1.3

1.2.1

Blackboard 7

1.1.3

1.2.1

Blackboard 8

1.1.2

1.2.1

Blackboard 9

1.1.2

1.2.1

Common Cartridge® 1.0

1.1.3

1.2.1

Common Cartridge 1.1

1.2

1.2.1

Common Cartridge 1.2

1.2

1.2.1

Common Cartridge 1.3 (and ThinCC1.3)

1.2

1.2.1

Desire2Learn 8.x

1.1.3

1.2.1

Respondus 2.0

N/A

1.2.1

Respondus 3.x

N/A

1.2.1

SCORM® 1.2

1.1.2

N/A

SCORM 1.3 (2004)

1.1.3

N/A

WebCT® CMU 1.x

1.1.2

1.2.1
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Component
WebCT CMU 2.0

IMS CP
1.1.3

QTI
1.2.1

You can convert packages into importable D2L-formatted packages using separate
conversion tools. Work with your administrator to discuss converting and importing from the
following systems:
•
•
•
•
•
•
•
•

ANGEL 7.3/7.4/8
Blackboard CE 6 (WebCT CE 6)
Blackboard CE 8 (WebCT CE 8)
Blackboard Vista 4 (Blackboard Vista 4)
Blackboard Vista 8 (Blackboard Vista 8)
eCollege
Moodle™ 1.9/2.0/3.0
uCompass

Troubleshooting: Course Conversion
The following errors might be encountered during course conversion into D2L format. Try
these troubleshooting steps first, and if they don't work, contact support for a more in-depth
investigation of the issue.
Error: Package was not recognized

A package may be not recognized if:
• It is not in a course archive format (for example, it is a .ppt or .pdf file instead of a
course package exported from an LMS).
• It was exported from a vendor that is not yet supported by D2L.
• It failed to unzip.

Package Failed to Unzip
Symptoms

When importing a course package, you encounter the message: "The package was not
recognized". The processing logs indicate "Unpackaging uploaded file" followed by
"Unsupported file format". If the package was successfully unzipped, the processing logs
would indicate "Successfully unpackaged file" instead.
The processing logs also indicate that the final status of the issue was "NoConversion". You
can access the processing logs directly on the error page in Unit Import by clicking on "View
Processing Logs".
Cause

The following are common causes of this error:
• The package is not a valid archive file (for example, .zip, .mbz, .imscc, etc. which have
been exported from an LMS). Verify that the file is an Archive or Compressed Folder
file type before attempting your course import. The following file types are not valid for
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importing a course: .pdf, .ppt, .docx. If you are trying to add unit content, use Content
Tool - Add Module instead.
• The course package does not have an imsmanifest.xml at the root level and it may
instead be located in a sub-folder.
• The course package contains files paths that are longer than 128 characters which is a
Windows limit.
• An archive file has been corrupted or damaged.
Resolution

If you are using an archive file, to verify your course package can be extracted, try to unzip
the package locally first. Try the following steps to resolve the problem:
1. Use the built-in operating system extraction program and try to unzip the file on your
computer.
If you successfully unzipped the package on your local computer, re-zip the file using
your local operating system zip program or the program you were using. Retry the
course import with the newly zipped package.
2. Unzip the package and examine the folders structure to ensure that the
imsmanifest.xml file is at the root level. If the imsmanifest.xml file is not at the root level
move the file to this location and re-zip the package and retry the course import.
3. Use WinRAR (http://www.rarlab.com/) to unzip the file on your computer.
Your package may contain file paths longer than 128 characters. In this case, most
extraction programs on Windows will fail. WinRAR will still extract the files, but will
warn that files exceeding the maximum path length were truncated. Once the
extraction is complete, it is recommended that these paths are truncated manually or
removed. Then re-zip the files and retry the course import.
4. Re-export your course package from the original source.
If neither of the previous troubleshooting steps worked and the extraction still fails,
your course package is likely damaged. Re-export the course package from the
original LMS and retry the course import with a newly exported package.

Error: Package was not converted
This error commonly arises due to issues within the course package itself:
• There may be key files missing (for example, imsmanifest.xml is a typical file expected
to be among the course package structure).
• There may be issues with XML in some of the files (for example, the files may have
illegal characters or unmatched opening and closing brackets).
Typically in these cases, it is recommended to review the processing logs and inspect the
specific complaint. Then explore the contents of your package to verify that the information is
corrected. You can also try to re-export the package from the original source.

Invalid HTML
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Symptoms

When importing a course package, you encounter the message "The package was not
converted". The processing logs may indicate that an invalid or unexpected character has
been encountered.
The processing logs also indicate that the final status of the issue was "ProcessingFailed".
To access the processing logs directly on the error page in Unit Import, click View
Processing Logs.
Cause

Invalid XML can often cause conversions to fail. Sometimes the error directly names the
exact file that is causing the problem. If it is not explicitly stated, try the main imsmanifest.xml
file. If the manifest is improperly formed, serious issues may occur.
Resolution

To verify that an XML file is valid:
1. Open the file in Internet Explorer. If the XML is valid, it should render correctly; if not,
the page will remain blank or report an error.
2. Use an online XML validator like: http://www.xmlvalidation.com/
3. If the XML is invalid, correct the XML, re-zip the package and retry importing your
course package.
4. the XML is valid, the issue with your package is likely in the structure of the package
(for example, missing key files). In this case, re-export the package from the original
source and retry importing your course package.

Error: Conversion Service is Temporarily Unavailable
If the Conversion Service is not available, it may relate to temporary issues that are being
monitored by D2L support and will be resolved shortly. However, if you repeatedly see this
error message, it may be worth verifying that the Conversion Service URL is properly
configured. This can only be done via eLearning Services contacting our D2L support
representative.

About exporting unit components
You can export components from your unit offering to a file. This allows you to reuse these
components in another learning management system, including another Brightspace
Learning Environment, or to store the components and then re-import them into another unit
offering or template at a later date.
Components are exported to an IMSCP-compliant zip file, a standard file format based on
the IMS Content Packaging specification. This means you should be able to reuse these
components in any learning management system that supports this format.
You can export unit components from the organisation level, except for files in the
organisation or shared files areas.
The following table addresses some common concerns around exporting unit components:
Concern

Answer

© 2017 by D2L Corporation. All rights reserved. Published: Aug 2017.
Customised by eLearning Services, TAFE Queensland. Last updated: May 2018.

User privacy might User data is not copied. For example, if you copy the discussions
be compromised component, only the forums and topics are copied, not the posts inside
when exporting unit the topics. Similarly, if you copy assignment submissions folders or
components
quizzes, user submissions and quiz attempts are not copied.
Links and
associations
between
components

Associations between components will not be exported (for example,
release conditions). The IMS Content Packaging specification, which the
format for export files is based on, does not support these associations.

Export unit components
1. In the unit offering containing the components you want to copy, on the navbar, click
Unit Admin >
Import/Export/Copy Components.
2. Select Export Components > Start.
3. In the Select Components to Export section, select the check box for any
components you want to export. To export only certain items from a component,
choose Select individual items to import.
4. Click Continue.
5. If you chose Select individual items to export for any component in the previous
step, the Select Items page appears. This page lists all of the items and any sub-items
contained in the current component. Otherwise, the Confirm Components to Export
page appears. To view sub-items, click the + Expand icon next to an item. Select the
individual items and sub-items you want to export and click Next. When you have
finished selecting individual items from components, the Confirm Components to
Export page appears.
6. Click Continue.
7. When the export process ends, click Finish.
8. Click the Click here to download the export Zip package link. If you do not
download the file from this screen, it is lost. You cannot download it later.

What unit components can be exported?
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Assignments
Calendar
Checklist
Content
Unit files
Discussions
External links
FAQ
Glossary
Grades (except calculated grade items)
Announcements
Question Library
Quizzes
Rubrics
Self Assessments
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• Surveys

Create platform-independent packages of learning resources
The IMS Common Cartridge standard allows publishers and content providers to create
platform-independent packages of resources (content, assessments, question libraries,
discussions, etc.) building on existing IMS content and QTI quizzing packaging standards.
Package creators can optionally protect the package, requiring users to authenticate with the
creator using web services before importing or accessing protected resources. Common
Cartridge was designed to provide a standard way to package and protect content, as
opposed to each publisher or each learning management system creating a proprietary
method of protection and enforcement.
For more detailed information on the Common Cartridge project and its role in the Digital
Learning Connection, visit the IMS Global Learning Consortium website.

About importing IMS Common Cartridge packages
You can import IMS Common Cartridge packages and expand your unit offerings to include
a wide range of innovative, platform-independent, and diverse unit content from publishers
and content providers.
Importing an IMS Common Cartridge package follows the same process as importing other
files of supported import formats. Importing a cartridge automatically creates the applicable
content, quizzes, questions, etc. in Connect and makes them immediately available for use.
Package creators have the option of protecting cartridges on import or forcing the user to
enter an access code at the beginning of the import process.

How protected IMS Common Cartridge resources are handled
Any protected resource that imports from an IMS Common Cartridge package displays a
Protected icon beside it. When users first try to access a protected resource, they are
prompted for an access code, which is distributed by the package creator. Entering the
access code and accepting the license agreement initiates the electronic authorization with
the package creator’s authorization web service and unlocks the resource for the user.
The user is not prompted to enter their access code when accessing additional protected
content from the package until the authorization period ends. The length of the authorization
period is determined by the package creator and changes from one package to another. If a
unit contains protected resources from multiple packages, users are typically prompted for
authorization only once per protected package.
Protected resources can be copied between units, but cannot be exported from Connect.

IMS Common Cartridge versions
Connect currently supports the following versions of IMS Common Cartridge:
• IMS Common Cartridge 1.0
• IMS Common Cartridge 1.1
• IMS Common Cartridge 1.2
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• IMS Common Cartridge 1.3 and IMS Thin Common Cartridge 1.3
The following table provides an overview of each version, including a summary of the
features and any other technical details worth noting.
IMS
Summary
Common
Cartridge
version

Technical details

IMS
Common
Cartridge
1.0

The package file should have the extension .zip.

In the resource
metadata context,
includes the higher
education value.

Cartridge manifest metadata must refer to version 1.0.0.

Contains metadata
for the intended user
roles: Learner and
Instructor. These are
the user roles that
can view the
resource.
Contains the
intendedUse attribute
for Web Content
Resources. This
attribute must contain
one of the following
values: lessonplan,
syllabus, or
unspecified.
IMS
Common
Cartridge
1.1

Offers easy support
and integration with
IMS Learning Tools
Interoperability (LTI)
v1.0 resources. You
can integrate rich
learning applications
or premium content
with platforms or
other systems from
which applications
can be launched,
without additional
customisation.

IMS Common Cartridge 1.1 supports LTI links through
Brightspace Learning Environment User Interface, Bulk
Course Create (BCC), and Course Import API.
The package file should have the extension .imscc. This
extension helps identify files that are likely to be Common
Cartridges.
Users are notified in the processing logs when the resource is
imported successfully; however, their intendedUse type is
discounted.
Cartridge manifest metadata must refer to version 1.1.0.

In the resource
metadata context,
includes the following
values: higher
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IMS
Summary
Common
Cartridge
version

Technical details

education, school,
training, and other.
Adds metadata for
the Mentor intended
user role.
The intendedUse
attribute for Web
Content Resources is
optional in this
Cartridge version.
IMS
Common
Cartridge
1.2

Includes metadata for Curriculum standards metadata is recognized in v1.2, but is
curriculum standards, not supported by Brightspace Learning Environment. As a
which provides the result, it is discounted, and users are instead notified in the
option to associate processing logs whether their data was imported successfully.
the cartridge,
Common Cartridge specification has deprecated authorization
resource, or question
to the Course Import workflow. D2L still supports it, but
item with zero or
recommends that users use Learning Tools Interoperability
more curriculum
(LTI) links to access remote/secure content.
standard identifiers,
Cartridge manifest metadata must refer to version 1.2.0.
from one or more
providers. Users can
use any curriculum
standard, provided
that it supports
unique identifiers.
The intendedUse
attribute for Web
Content Resources
offers a new attribute
called Assignment.

IMS
Common
Cartridge
1.3

Allows you to import Question banks have no titles, so they are categorized as
multiple question
"Section 1", "Section 2", and so on, in Connect. Question
banks within a single banks can be translated into any language that D2L supports.
cartridge.
For multiple imports of multiple question banks, section
Provides the ability to numbering does not increment; it is constrained to the number
specify Common
of banks within the package. For example, if users import a
Cartridge XML
package containing two question banks, and then again with
descriptions within an only a single question bank, the following occurs:
imsmanifest.xml file,
which are imported
by Brightspace
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IMS
Summary
Common
Cartridge
version

Technical details

Learning
Environment.
Provides the option
to add metadata to
LTI links. In
Brightspace Learning
Environment, this
metadata is
incorporated into the
content topic so that
it can point to the LTI
link.

Multiple question banks in a question library
The following new features are not entirely supported by
Brightspace Learning Environment:
• ePub3, Interactive Whiteboard (IWB) and Accessible
Portable Item Profile (APIP) file extensions for
resources
• Other unknown extensions for resources
Connect imports files with these extensions into the Manage
Files tool, but does not create a content topic because the
content type is not currently supported in the application.
Users will receive a message about this in the processing
logs.
Cartridge manifest metadata must refer to version 1.3.0.
For more information about the latest versions of IMS Common Cartridge that are supported
in Brightspace Learning Environment, see the March 2015 and April 2015 release notes on
the Brightspace Community. Also, to view IMS official specs on Common Cartridge for each
version, click the following:
• IMS Common Cartridge 1.0
• IMS Common Cartridge 1.1
• IMS Common Cartridge 1.2

© 2017 by D2L Corporation. All rights reserved. Published: Aug 2017.
Customised by eLearning Services, TAFE Queensland. Last updated: May 2018.

• IMS Common Cartridge 1.3 and IMS Thin Common Cartridge 1.3

Organise and manage week-specific unit items
A checklist contains important or required assignments, readings, or other items to complete.
Each checklist contains one or more categories, into which checklist items are organised.
For example, you might have an “Assignments” checklist with categories for written
assignments and quizzes, both of which could have multiple items that must be completed.

How do checklists organise information?
Checklists contain categories, which are used to organise checklist items. For example, you
might create the categories Week 1, Week 2, and Week 3, and place week-specific checklist
items into the appropriate categories. Alternately, you might use a checklist to organise steps
of an assignment. You can assign due dates for checklist items.
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Create a checklist
Checklist items must reside in a category.
On the navbar, click Unit Admin.
Click Checklist > New Checklist.
Enter your checklist details.
Click Save.
On the Edit Checklist page, in the Categories and Items area, do any of the
following:
• To add a category to the checklist, click New Category. Enter your category
details and click Save.
• To add an item to the checklist, click New Item. From the Category drop-down
list, select the category for your item. Enter your item details. If you want the
item to be due by a certain date or time, select the check box and enter your
Due Date information. Click Save.
Note: The default due date for a checklist item is one month from the current
date.
6. Repeat step 5 until you've added all your content to the checklist.
7. Click Save and Close.

1.
2.
3.
4.
5.

Set release conditions for a checklist
1. On the navbar, click Unit Admin.
2. Click Checklist.
3. From the context menu of the checklist for which you want to set release conditions,
click
Edit.
4. In the Restrictions tab, do any of the following:
• Click Attach Existing, then select the check box for any condition you want to
attach. Click Attach.
• Click Create and Attach, then select a Condition Type from the drop-down list.
Complete any additional Condition Details that appear and click Create.
4. To set how accessing the checklist is controlled, from the drop-down list, select if All
conditions must be met or Any condition must be met.
5. Click Save and Close.

Set the calendar status of all unit objects
Use the Manage Dates tool to view, edit, and offset the date availability and set the calendar
status of all content topics and modules, discussion topics and forums, assignment
submissions folders, grades categories and items, Announcements items, and quizzes in
your unit from one central location.
These unit objects display in a grid that you can sort by any of the column headings. You can
also filter the grid by specific tool and use advanced filter options to work with smaller sets of
objects. If you filter your unit objects, any bulk changes you make apply only to the filtered
results. This enables you to update multiple availability dates based on specific criteria.

© 2017 by D2L Corporation. All rights reserved. Published: Aug 2017.
Customised by eLearning Services, TAFE Queensland. Last updated: May 2018.

In addition to managing dates, you can open each unit object in a new window by clicking on
its name. This launches the object's edit page where you can edit additional properties for
that object without leaving the Manage Dates tool.

Offset dates in Manage Dates
The Manage Dates tool enables you to move start dates and end dates forward or backward
by a specified number of days. You can use this to move unit content forward to a new term.
1.
2.
3.
4.
5.
6.

On the navbar, click Unit Admin.
Click
Manage Dates.
Select the check box by any item for which you want to offset dates.
Click
Offset Dates.
In the Offset Dates dialog, enter your offset details.
Click Save.

Manage unit events
Use the Calendar tool to arrange and visualize unit events in multiple views and enable
integration of unit 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).

Calendar interface overview
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1) Use the calendar views area to toggle between different event display layouts. Use the
Agenda view to group your unit events by Date, Unit, 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.

Create unit events in Calendar
To create unit events in Calendar
1. On the navbar, click Unit Admin.
2. Click Calendar > Create Event.
3. To associate unit content with the event, click Add Content. Select the module from
which you want to add content. Click Add.
4. Do one of the following:
• If you've associated unit content with the event and want to use a custom name
for the event, select the Use custom name check box. Enter a name for your
event.
• If you have not associated unit content with the event, enter a name for your
event.
5. To add date and time details to your unit event, in the When area, click on the
provided fields.
6. To add recurrences to the event, click Add Recurrence. Enter your event
recurrence details.
7. To add restrictions to the event, click Add Restriction. Enter your event restriction
details.
8. To add a location for the event, from the Location drop-down list, select the location.
9. Click Create.

Change Calendar settings
1.
2.
3.
4.
5.

On the navbar, click Unit Admin.
Click Calendar.
Click
Settings.
Make your changes.
Click Save.

Create multiple instances of an event for different groups
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If you have more than one group participating in the same unit event during different time
intervals, you can create multiple instances of the same event, tailored to each group’s
needs. The group events share the name and description fields, but once you finish creating
the events in bulk, they display as individual events.
1. On the navbar, click Unit Admin.
2. Click Calendar > Create Event.
3. In the Attendees area, click
Add Groups/Sections. This option is only available if
you have already created at least one group or section for your unit.
4. In the Add Groups dialog, click on the group or section you want to add.
5. Repeat steps 3-4 until you have added all of the groups you want.
6. Enter the rest of your event details, including any customisations for an individual
group or section.
7. Click Create.

Change visibility for events
1.
2.
3.
4.
5.
6.
7.

On the navbar, click Unit Admin.
Click Calendar.
From the tool navigation, click List.
Select the check boxes by any event for which you want to make visibility changes.
From the More Actions button, click
Change Event Visibility.
From the Event Visibility drop-down list, select your visibility preference.
Click Save.

Offset dates for events
1.
2.
3.
4.
5.
6.
7.

On the navbar, click Unit Admin.
Click Calendar.
From the tool navigation, click List.
Select the check boxes by any event for which you want to offset dates.
From the More Actions button, click
Offset Dates.
Make your changes.
Click Save.

© 2017 by D2L Corporation. All rights reserved. Published: Aug 2017.
Customised by eLearning Services, TAFE Queensland. Last updated: May 2018.

Monitoring a unit
Educators can monitor a unit in the following ways:
•
•
•
•
•
•
•
•

Track activity and user progress on SCORM objects
About tracking content completion and participation
Manage completion tracking settings for a topic
Check completion tracking for a content topic
Checking unit content statistics
Check unit content feedback
Change content display settings
View user progress in Content

Track activity and user progress on SCORM objects
If your unit is based on SCORM, or uses SCOs as part of the unit content, you have access
to additional activity reports for each SCORM object and user. The reports track the activity
on a topic and individuals’ progress with meeting defined objectives, and in defined
interactions with the unit content.
The data in these reports depends on the data communicated to Connect by your SCOs. For
example, if the SCO does not set values for objectives, then no objective information is
available in the SCORM reports for that SCO. This data also depends on the SCORM
solution you are using. If you are using the new SCORM solution, the available data is
limited at this time. If you are using the existing SCORM solution, the following information
and steps apply.
Note: You can export SCORM statistics; however, unlike non-SCORM units, you cannot
reset the statistics.
1. On the navbar, click Content.
2. On the
Table of Contents page, from the Related Tools button, click
View
Reports.
3. In the
Legacy SCORM Reports area, do one of the following:
• To view information on user progress and whether their progress is complete or
incomplete, their status, their score, number of attempts, time spent, average
time spent, and when they last accessed it, in the SCORM Objects tab, click the
Summary icon.
• To view information on user progress with the course objectives including their
score, status, progress, and progress measure, in the SCORM Objects tab,
click the Objective Details icon.
• To view information on user attempts at the interactions in an objective including
question type, correct response, learner response, result, weighting, and time
spent, in the SCORM Objects tab, click the
Interaction Details icon.
• To view information on a specific user, in the Users tab, click on a user's name.
For more information about a user's progress with a specific object, click the
Details icon.

What does Connect report on for SCORM objects?
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For each SCORM object, Connect records:
• The number of user attempts on the object.
• The number of attempts completed. (Some attempts appear as incomplete if a user
ends the attempt at an object).
• The number of attempts passed, the passing score, and the average score.
• Average time spent on the object (for the existing SCORM solution).
If you are using the existing SCORM solution, you can also view details on user attempts,
objectives, and interactions for each item. If you are using the new SCORM solution, this
data is not yet available.
Note: If a learner views a content topic using a direct link to the topic in full-screen mode, the
SCORM Reports won’t reflect that the learner accessed the topic.

What does Connect report on for users of SCORM objects?
For each user of SCORM content, Connect records:
• The user’s name and ID numbers.
• The number of SCORM objects attempted.
If you are using the existing SCORM solution, you can also access details on a user's
progress, status, scores, attempts, time spent, date last accessed, objective details, and
interaction details. If you are using the new SCORM solution, not all of this data is available
at this time.
Note: If a learner views a content topic using a direct link to the topic in full-screen mode, the
SCORM Reports won’t reflect that the learner accessed the topic.

About tracking content completion and participation
Completion tracking enables educators to set the method of completion for an activity and
provides progress indicators for learners as they complete unit activities. There are two types
of completion tracking you can use in your unit offerings:
• Automatic Completion - Completion tracking that automatically determines whether
users have completed a topic when they click to view it. For some activities, automatic
tracking requires users to participate in a chat or discussion, submit a file or form, or
complete an assessment such as a quiz or survey before completion is successful.
• Manual Completion - Completion tracking that is manually set by users. Users can
select the completion check box beside each content topic to indicate they have
completed it. Although users can use manual tracking to indicate that they have
accomplished a task before it is completed (for example, selecting the completion
check box beside a quiz activity before attempting the quiz at all), this does not affect
assessment scores or user attempts counted towards an activity.
Changing an automatically tracked topic to manual completion resets completion tracking for
that topic. This means that users might have to return to the topic to mark it complete; users
do not need to resubmit files or assessment activities.
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Manage completion tracking settings for a topic
1. On the navbar, click Content.
2. On the
Table of Contents page, click
Bulk Edit.
3. For any topic you want to manage completion tracking for, from the Change
completion method drop-down list, select one of the following:
• Required: Automatic
• Required: Manual
• Not Required

Check completion tracking for a content topic
1. On the navbar, click Content.
2. Click on the topic you want to view completion tracking results for.
3. In the Completion Summary tab, do any of the following:
• To view all users' results for the topic, click All.
• To view all users who have completed the topic, click Completed.
• To view all users who have not completed the topic, click Incomplete.
Note: You can only view a Completion Summary for units with fewer than 1000 learners
enrolled.

Checking unit content statistics
Unit content statistics can display the total number of users, the number of users who visited
unit content, and the average time users spent viewing content. You can view overall unit
content statistics as well as specific statistics for individual topics.
Some things to consider when checking unit content statistics:
• A user who visits multiple times is only counted once.
• The total number of users counted in statistics does not include any users with the
Manage Content permission.
• Calculated time users spent viewing overall content or individual topics does not
include user session timeouts and users currently visiting content and topics as you
view statistic details.
• Reset Statistics only resets the number of visits to, and the time spent in each content
topic that is displayed on the Content Statistics page and in the Class Progress tool.
• Reset Statistics does not reset the content completion status of any content topic(s) for
any user, in the Content tool or in the Class Progress tool.
• Export Statistics allows you to generate a CSV file containing all of your statistics for
viewing and analysis outside of Connect.

Check unit content statistics
1. On the navbar, click Content.
2. On the
Table of Contents page, from the Related Tools drop-down list, click
View Reports.
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3. In the Statistics area, do any of the following:
• To view all statistics for a topic, in the Content tab, click the Users Visited link
for the topic.
• To view statistics for a particular user, in the Users tab, click the user's name.

Check unit content feedback
Feedback shows the ratings and comments users submit about specific unit content. Users
can submit ratings and comments anonymously or include their user names.
1. On the navbar, click Content.
2. On the
Table of Contents page, from the Related Tools drop-down list, click
View Reports.
3. In the
Feedback area, click the Ratings link for the topic.

Change content display settings
1. On the navbar, click Content.
2. Click
Settings.
3. Make your changes and click Save.

View user progress in Content
You can view general details of a user's completion tracking in the Class Progress tool.
If you access the Content section on the User Progress page, you can track how many visits
a user makes to the Content tool, how much time is spent viewing unit material, and how
many topics were visited. Expand the report details under each module to find a further
breakdown of a user's actions. The expanded details show all topics and sub-modules within
the module, how many visits the user made for each topic, and how much time was spent in
each topic. Clicking on the module or topic's name brings you to that module or topic in the
Content tool.
1. On the navbar, click Content.
2. On the Table of Contents page, click on the topic you want to view progress for.
3. In the Completion Summary tab, hover your mouse over the profile picture for the
user you want to review progress for.
4. In the user's profile badge that displays, click
User Progress.
The Progress Summary page displays, showing overall user progress results for the current
unit. To only view Content results, from the unit side panel, click Content.
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Interact and engage with learners
An engaging unit allows students to stay up to date and informed, creates opportunities to
collaborate, gives a platform to have questions asked (and answered), and embeds ongoing
educator advice and support.
Educators can interact and engage with learners using the following tools:
•
•
•
•
•
•
•

Post unit announcements with the Announcements tool
Create private and group chat rooms with the Chat tool
Email other learners with the Email tool
Manage the participants in your unit with the Classlist tool
Create and manage discussion forums with the Discussions tool
Create FAQs for learners with the FAQ tool
Create group work areas for learners with the Groups tool
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Post unit announcements
The Announcements tool enables you to create news items that help communicate unit
updates, changes, and new information to your users quickly and effectively. Since My Home
is the first page that users often see when they log in or access their units, the News widget
is a good area for displaying important information.

Create an Announcements item
To create an Announcements item
1. From the Announcements widget menu, click New Announcements Item.
2. Enter a headline and content for your Announcements item.
3. If you want to hide your headline's date and time, clear the Always show start date
check box. By default, an Announcements item start date and time appears below the
headline when displayed in the Announcements widget.
4. In the Start Date and End Date fields, select the posting availability date.
Announcements items publish immediately, unless you specify an alternate start date
from Start Date.
Note: Post-dated Announcements items do not display in the Announcements widget
even if users have permission to see future Announcements items. They can be found
within the list of Announcements items on the Announcements page.
5. You can remove an Announcements item on a specific date by selecting the Remove
Announcements item based on end date check box. You and administrators can
still see the Announcements item after its end date, but it does not appear in the
Announcements widget.
6. In the Attachments section, add attachments, audio recordings, and video recordings
as part of your Announcements item.
7. To include additional release conditions, click Attach Existing or Create and Attach.
8. To continue editing the Announcements item, click Save as Draft. Students cannot
see draft Announcements items. To release Announcements item to users, click
Publish.

Delete an Announcements item
Do one of the following:
• From the context menu of the Announcements item you want to delete, click
Delete.
• To delete multiple postings, select the check boxes beside the Announcements item
you want to delete. Click
Delete at the top of the list.

Edit an Announcements item
1. Click the Announcements widget.
2. On the Announcements page, click the Announcements item that you want to edit.
3. Edit your Announcements posting.
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4. To inform users of major changes and updates to postings that they might have
dismissed, ensuring that those headlines reappear with current information, select the
Major edit - send a notification and restore it for those who dismissed it check
box.
You can also make the edited Announcements posting reappear at the top of the
Announcements widget by changing the start date to the current date and time.
5. Click Update.

Reordering an Announcements item
1. Click the Announcements widget.
2. Do one of the following:
• On the Announcements page, from the More Actions button, click
Reorder.
• From the Announcements widget menu, click
Reorder Announcements
Items.
3. Use the drop-down lists in the Sort Order column to select an item's order. Other
items automatically reposition themselves according to the new order.
4. Click Save.

Restore a deleted Announcements item
To restore a deleted Announcements item
1. Click the Announcements widget.
2. Click the context menu beside the Announcements widget, and select Go to
Announcements Tool.
3. On the Announcements page, from the More Actions button, click Restore.
4. On the Restore Announcements page, select the check box of the Announcements
item or items you want to restore.
5. Click Restore.
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Create private and group chat rooms
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
organise a remote study group. As opposed to other collaboration tools, such as
Discussions, Chat conversations occur in real-time.
There are two types of chats:
• Personal chats Personal chats are private and visible only to users who you have
added to the chat’s participants list. Personal chats are ideal for keeping in touch with
friends and colleagues or for clubs and other groups whose members do not share a
single org unit. Anyone with the proper permissions can create personal chat rooms.
• General (unit) chats General chats are public chats visible to everyone enrolled in the
org unit where they are created. Educators can create general chat rooms to
incorporate chat discussions into the teaching of a unit since they are automatically
open to all users enrolled in the unit.

Change your chat settings
1. On the navbar, click Unit Admin.
2. Click Chat.
3. Do one of the following:
• On the Chat List page, click
Settings.
• Inside a chat, click
Settings.
3. In the 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:
• Incoming Message Sound
• Person Enters Chat Sound
• Person Leaves Chat Sound
8. Click Save.

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 or after more
than 20 minutes of inactivity. Chats appear in the Chat Sessions list.
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1. On the navbar, click Unit Admin.
2. Click Chat.
3. On the Chat List page, from the context menu beside the chat you want to view, click
View Sessions.
4. In the Start Date column, click the link.
5. When you are done reviewing the session, click Done.

Personal and general chats
There are two types of chats:
• Personal chats - Personal chats are private and visible only to users who you have
added to the chat’s participants list. Personal chats are ideal for keeping in touch with
friends and colleagues or for clubs and other groups whose members do not share a
single org unit. Anyone with the proper permissions can create personal chat rooms.
• General (unit) chats - General chats are public chats visible to everyone enrolled in
the org unit where they are created. Educators can create general chat rooms to
incorporate chat discussions into the teaching of a unit since they are automatically
open to all users enrolled in the unit.

Create a general chat
General chats exist within specific org units, and you can only access general chats from
within the org unit in which they are created.
All users in the org unit have access to the general chat. You can create multiple chats for
the same org unit, such as "Midterm Review" and "Final Review." It is a good idea to enter a
description to help other users identify the chat, since they might have access to other chats
with similar names.
1.
2.
3.
4.
5.
6.
7.

On the navbar, click Unit Admin.
Click Chat.
On the Chat List page, click New Chat.
Enter a title.
Click General Chat.
Enter a description of the chat.
Click Create.

Create a personal chat
You can create personal chats to talk with peers or other friends at your organisation. 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.
1. On the navbar, click Unit Admin.
2. Click Chat.
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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.
7. Click Create.

3.
4.
5.
6.

Add or remove users from a chat
1. On the navbar, click Unit Admin.
2. Click Chat.
3. On the Chat List page, from the context menu of the personal chat you want to
modify, click
View Members.
4. Do one of the following:
• To add a member to the chat, click Add Members. To add users from different
unit offerings click Select Different Unit. Select the check box beside the name
of users you want to add. Click Add > Done.
• 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.
• 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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Email Learners
The Email tool allows you to send email to learners from within Connect. You can also store email
addresses using the Address Book.

Access the Email tool by clicking the envelope icon on the navbar and selecting Email.

You can look up emails that you've sent via Connect by selecting Sent Mail.
Hint: Make sure you've updated your Account Settings to save a copy of outgoing messages
(via Profile dropdown -> Account Settings -> Email tab).
It's important to note that you don't have a standalone Connect email 'inbox' - emails or replies
directed to you from within Connect will go to your usual staff email address.
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Create and manage discussion forums
Use the Discussions tool in your unit to encourage users to share thoughts on unit material
with their peers. You can set up forums and topics for users to ask questions, discuss unit
content and assignments, and work together in assigned groups.

Getting started with discussions
Create a discussion forum
To create a discussion forum
Use forums to organise your discussion topics into categories. Your unit can have multiple
forums and topics, but you must create a forum before you can create a topic since all topics
belong to forums.
1. On the navbar, click Discussions.
2. On the Discussions List page, from the New button drop-down menu, click New
Forum.
3. Enter a title for your new forum.
4. Enter a description for your new forum.
5. In the Options section, select any of the following check boxes:
• Allow anonymous posts - To enable users to post anonymously.
• A moderator must approve individual posts before they display in the
forum - To ensure that posts are approved by a moderator before they display
in the forum.
• Users must start a thread before they can read and reply to other threads
in each topic - To ensure user participation.
• Display forum descriptions in topics - To provide educators the option to
display a discussion forum description within a discussion topic description.
6. In the Availability section, select Visibility options for your forum.
7. Select Locking Options for your forum. Locking your forum prevents users from
accessing it until it is unlocked.
8. Click Save and Close.

Create a discussion topic
To create a discussion topic
Your unit can have multiple forums and topics, but you must create a forum before you can
create a topic since all topics belong to forums.
If the updated group discussions interface has been turned on by your administrator:
1. On the navbar, click Discussions.
2. On the Discussions List page, from the New button, click New Topic.
3. From the drop-down list, select the forum you want to put your topic in. If you want to
create a new forum for your topic, click New Forum.
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4. To grant everyone access to the topic and restrict learners to only see threads from
their own group, under Topic Type, select Group topic.
Note: You cannot edit the topic type once you save the topic.
5. Enter your New Topic Details.
6. Select Availability options for your topic.
7. Select Locking Options for your topic. Locking your topic prevents users from
accessing it until it is unlocked.
8. Click Save and Close.
If you are using the default group discussions interface:
1. On the navbar, click Discussions.
2. On the Discussions List page, from the New button, click New Topic.
3. From the drop-down list, select the forum you want to place your topic in. If you want to
create a new forum for your topic, click New Forum.
4. Enter your New Topic Details.
5. Select Availability options for your topic.
6. Select Locking Options for your topic. Locking your topic prevents users from
accessing it until it is unlocked.
7. Click Save and Close.

Create a discussion thread
1.
2.
3.
4.
5.
6.

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:
• To keep the thread at the top of the list, select Pin Thread.
• To post anonymously, select Post as Anonymous.
• To receive updates on the thread using your selected notification method, select
Subscribe to this thread.
• To attach a file, in the Attachments area, click Browse to locate the file that you
want to attach.
• 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.
• 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.
• 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.
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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 educator, 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:
• To reply to the main thread post, click Reply to Thread.
• To reply to a particular post inside the thread, or click
Reply.
4. Enter your reply in the HTML 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 unit
administrator, this message will not display.)
5. Set any of the following options:
• To post anonymously, select Post as Anonymous.
• To receive updates on the thread using your selected notification method, select
Subscribe to this thread.
• To attach a file, in the Attachments area, click Browse to locate the file you
want to attach.
• 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.
• 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
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are using a supported browser, you can drag video files onto the attachments
upload target.
6. Click Post.

Post to a group discussion topic
On the navbar, click Discussions.
On the Discussions List page, select a group discussion topic.
Click Start a New Thread.
From the Post Thread to drop-down list, select All Groups, or a specific group.
Provide a subject and enter your post in the HTML editor.
Set any of the following options:
• To receive updates on the thread using your selected notification method, select
Subscribe to this thread.
• To attach a file, in the Attachments area, click Add attachments, click Upload,
and locate the file you want to attach.
• To attach an audio recording, in the Attachments area, click Record Audio >
Record. To adjust 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.
• To add your post to other topics, click Post to other topics, and then Add
Topics. Select the desired topics and click Add Topics.
7. Click Post.

1.
2.
3.
4.
5.
6.

Note: If you select the option to post to all groups, the Discussions tool creates a copy of the
thread for each group to access and reply to.

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. In the Customise 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 Customise 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 notifications
1. On the navbar, click Discussions.
2. Do either of the following:
• From the context menu of the forum or topic you are subscribed to, click
Unsubscribe.
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• Beside a thread you are subscribed to, click
3. In the confirmation pop-up window, click Yes.

Subscribed.

Restrict multiple forums or topics to specific groups
After you have created groups, you can restrict access to a forum or topic using your groups.
Restricting forums or topics enables you to create discussion areas where members of a
group can collaborate on assignments or discuss unit materials in small groups. You can
also use create separate forums for specific groups in a unit offering.
1. Click Group Restrictions from the tool navigation.
2. Select your View Options.
3. In the Edit Restrictions area, select the Restricted check box for any forum or topic
you want to restrict, then select the check box for any group you want to have access
to the forum or topic. To open a forum or topic to everyone, clear the Restricted check
box.

Automatically create restricted topics for groups
You can automatically create a discussion topic for each group in a selected category.
Topics get their names from the group they associate with.
On the navbar, click Discussions.
From the tool navigation, click Group Restrictions.
Click the Automatically create restricted topics link.
Select a Group Category and the Forum where you want to create your topics. If you
want to create a new forum, click New Forum.
5. Click Create.

1.
2.
3.
4.

Copy a discussion thread with replies
1. In the Discussions List page, view the discussion topic you want to copy.
2. From the thread's context menu, click Copy Thread.
3. In the Copy pop-up window, select the Destination Forum and the Destination
Topic from the respective drop-down menus.
4. Under Copy Options, select the Copy replies check box.
5. Click Copy.

Best practices for using Discussions
• Ensure that there are discussion topics created for your discussion forum(s)
Forums are used to group topics into predetermined themes, unit topics, etc. You can
only post in discussion topics. If there are no topics created for a forum, then students
will not be able to participate in discussions.
On the unit home page, click Discussions. Make sure that there are topics nested
under the discussion forum. If you do not see topics nested under the discussion
forum(s), you must create topics.
• Ensure that discussion forums and topics are not unintentionally hidden
The option to hide a discussion forum or topic is located on the New Forum or New
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Topic page (or the Edit page for existing forums and topics), in the Properties tab of
the Availability section.
If you selected Hide this [topic or forum], then learners are not able to see it. If a
discussion forum has this setting enabled, all of the topics nested under it are also
hidden.
• Ensure that there are no unwanted date restrictions set for the discussion forum
or topic
Students cannot access topics that fall outside of set date restrictions. If a discussion
forum has date restrictions attached, then all topics nested under it will be hidden
outside of those date restrictions.
The option to set date restrictions is located on the New Forum or New Topic page (or
the Edit page for existing forums and topics), in the Properties tab of the Availability
section. Select the Forum is visible for a specific date range check box, then fill out
your start and end dates. If you want the forum or topic to be currently visible, ensure
that the End Date has not passed yet and the Start Date has already begun; if you
want it to be available at a later time, set the date restrictions accordingly.
If you do not want date restrictions enabled, select [Forum/Topic] is always visible.
• Ensure that the appropriate group restriction settings are applied
If group restrictions are enabled for the discussion forum or topic, then only students
within the group selected can see the discussion.
The option to set group restrictions is located on the New Forum or New Topic page
(or the Edit page for existing forums and topics), in the Restrictions tab of the Group
Restrictions section. Select Restrict this forum to the following groups to enable
group restrictions for a forum or topic.

Export discussion statistics
You can export statistics to a CSV file and then import the data into a spreadsheet
application to perform further analysis.
1.
2.
3.
4.

On the navbar, click Discussions.
From the tool navigation, click Statistics.
Click
Export to CSV File.
Once the file has finished processing, click the file name to download the file.

Moderating discussions
About locking discussion forums and topics
Locking a topic prevents users from creating new posts or modifying existing posts, making
the conversation read only. Users with permission can modify the contents of a locked topic.
Locking a topic is an effective way of closing a conversation while allowing users to refer
back to posts. Consider locking a topic to end a conversation, then using a pinned summary
post inside the topic. When users access the topic, your summary appears at the top.
You can specify start and end dates for when a forum or topic unlocks so you can set things
up ahead of time to match your unit’s calendar.

Lock a discussion forum or topic
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1.
2.
3.
4.

On the navbar, click Discussions.
From the context menu of the forum or topic you want to lock, click
Select your Locking Options.
Click Save.

Edit.

About hidden discussion forums and topics
Hidden topics do not display on the Discussions List page, except to users with permission to
see hidden forums and topics or to manage discussions. By hiding topics, you can control
which topics users can access at different times throughout the unit. For example, you can
create weekly discussion topics for users to reflect on the material covered in each week of
the unit and make each topic available for one week only.
You can specify start and end dates for when a forum or topic is visible so you can set up
visibility ahead of time to match your unit’s calendar.
Instead of scheduling a topic to disappear as soon as you want the discussion to end,
consider locking the topic at that point and keeping it visible for another few days. This allows
users to review the discussion after it closes so that they don’t miss the last posts added.

Hide a discussion forum or topic
1.
2.
3.
4.

On the navbar, click Discussions.
From the context menu of the forum or topic you want to hide, click
In the Availability section, select your Visibility options.
Click Save.

Edit.

About moderated discussion topics
If a topic requires post approval or moderation, posts only appear to users with permission to
approve them. You must manually approve these posts to make them visible to all users.
Users with permission to approve posts in a topic can create approved posts automatically.
You can enable and disable post approval from the Properties tab when creating or editing a
forum or topic. Once you enable post approval, a Moderated notification appears beside
the forum or topic name.
If a post is not appropriate for the topic and you do not want to approve it, you can do any of
the following:
• Leave the post unapproved.
• Edit the post before approving it.
• Delete the post.

Moderate discussions
You must manually approve posts and threads in topics that require approval. Once you
approve a post or thread, it is visible to all users. To hide the post or thread, you must
unapprove it.
1. On the navbar, click Discussions.
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2. Do any of the following:
•
•
•
•
•

Beside the post you want to approve, click the
Approve Post link.
From the context menu of the post you want to approve, click
Approve Post.
To approve all posts in a thread, click
Approve All Replies in Thread.
From the context menu of the post you want to unapprove, click
Unapprove Post.
From the context menu of the thread you want to unapprove, click
Unapprove
Thread.

Assessing discussions
Assessment methods available for a discussion
The following calculation methods are available to assess discussions.
Calculation
method

Definition

Average post
score

This calculation method averages all of the post scores included per user.

Maximum post
score

This calculation method identifies the highest score of all the post scores
included per user.

Minimum post
score

This calculation method identifies the lowest score of all the post scores
included per user.

Mode post score - This calculation method looks at the frequency of scores on posts, then
Highest on
selects the highest occurrence of a score per user. Once it picks the
multiple
frequency, the system looks to see if multiple scores occur at that frequency.
If not, it assigns that score to the user. If there are multiple scores with the
same frequency, it will choose the highest of those scores. For example, if a
score of 7 occurs 2 times, a score of 8 occurs 3 times, and a score of 9
occurs 3 times, the system will choose the frequency 3 and the score of 9.
Mode post score - This calculation method looks at the frequency of scores on posts, then
Lowest on
selects the highest occurrence of a score per user. Once it picks the
multiple
frequency, the system looks to see if multiple scores occur at that frequency.
If not, it assigns that score to the user. If there are multiple scores with the
same frequency, it will choose the lowest of those scores. For example, if a
score of 7 occurs 2 times, a score of 8 occurs 3 times, and a score of 9
occurs 3 times, the system will choose the frequency 3 and the score of 8.
Sum of post
scores

This calculation method sums up all the scores on posts within a topic.

Configure a topic for assessment

© 2017 by D2L Corporation. All rights reserved. Published: Aug 2017.
Customised by eLearning Services, TAFE Queensland. Last updated: May 2018.

1. On the navbar, click Discussions.
2. From the context menu of the topic you want to configure for assessment, click
Edit
Topic.
3. In the Assessment tab, configure your topic for assessment by doing any the
following:
• If you want your assessments to count toward the learner's Final Grade, and you
want the learner to see their assessment score and feedback in the Grades tool,
associate the topic to a numeric grade item. Use the Grade Item drop down list
to attach an existing numeric grade item or click the New Grade Item link to
create a new numeric grade item. Note that you can only associate numeric
grade items with discussion topics.
• Give the topic a Score Out Of to evaluate the overall score of the learner's
contributions to the topic.
• Click the Add Rubric button to attach an existing rubric or click the Create
Rubric in New Window link to create a new rubric for the topic. You can assess
a rubric for each learner in the unit, and learners can view completed rubrics in
Class Progress.
• If you want to score individual posts, select the Allow assessment of
individual posts check box, then select your calculation method to allow
assessment of individual posts in the topic. When this check box is not selected,
you can give a single overall score to the learner for their participation.
• If you want to score all the posts within a topic, select the Allow assessment of
individual posts check box, and then select the Sum of post scores
calculation method.
• If you select Allow assessment of individual posts, the Include unassessed
posts in the calculated topic score as zero check box becomes available.
When you select this check box, the system automatically assigns a score of
zero to individual posts that you have not yet evaluated, and the overall score for
the learner is calculated from the score of all posts, including those not
evaluated with a score of zero. Selecting this check box does not affect the Sum
of post scores option. If you do not select the Include unassessed posts in
the calculated topic score as zero check box, posts without a score are
ignored and do not factor into the overall score.
4. Click Save and Close.

Assess users in discussion threads
To assess users in discussion threads
You can assess learners' participation in discussion topics from within threads for topics to
which you've added an assessment.
If your topic is moderated, you must approve posts before you can assess them. To assess
individual posts, you must edit the topic to enable the Allow assessment of individual
posts check box in the Assessment tab.
1. On the navbar, click Discussions.
2. On the Discussions List page, click the topic you want to assess.
3. Depending on your view settings, do one of the following:

© 2017 by D2L Corporation. All rights reserved. Published: Aug 2017.
Customised by eLearning Services, TAFE Queensland. Last updated: May 2018.

• In Reading view, educators can assess an individual learner while viewing all of
a learner's posts together on one screen. Click the context menu beside a
thread name and select Assess Student.
• In Grid view, educators can select either the thread or reply for a post. Click the
More Actions button and then select Assess to assess the individual learner.
4. In the popup dialog box, do any of the following:
• If assessment of individual posts is enabled and you are in Reading View, enter
a score in the Score column beside each post you want to assess. If
assessment of individual posts is enabled and you are in Grid View, add the
assessment in the Post Score field.
• If assessment of individual posts is not enabled, enter a score in the Topic
Score field. This score is the assessment you are providing to the learner for
participation in the topic.
• Complete each rubric, choosing a level and entering feedback for each criterion
or choose an overall score. Note that the calculated or chosen Overall Score (if
there is one) is automatically populated in the Topic Score field. To return the
Topic Score to the calculated score from the rubric, click Clear Override.
• In the General Feedback field, enter feedback comments.
• Select the Publish score on save check box. This check box is only available
when the topic is associated with a grade item. When you select this check box,
the Topic Score or calculated topic score and comments from the General
Feedback field are sent to Grades. When this check box is not selected, the
learner's score and feedback are cleared from Grades.
5. Click Save and Close.

Assign scores to users from the Assess Topic page
To assign scores to users from the Assess Topic page
You can assess users from inside a discussion topic while reading posts or from the Assess
Topic page. When assessing users from the Assess Topic page, you can see topic scores
for all users and view all of a user’s posts together on one screen.
Assessable topics display an
Includes assessment icon beside the topic name on the
Discussions List page. If you select the A moderator must approve individual posts
before they display in the topic setting, you must approve posts in the topic before you can
assess them.
To assess individual posts, you must edit the topic to enable the Allow assessment of
individual posts check box in the Assessments tab.
1. On the navbar, click Discussions.
2. From the context menu of the topic you want to assess, click
Assess Topic. If the
Score column is empty on the Assess Topic page, click the Manage Columns button,
select the Score Value check box, and click Save.
3. Do one of the following:
• In the Users tab, click Topic Score for the name of the user you want to assess.
• In the Assessments tab, click the name of the user you want to assess.
4. In the Topic Score Details window, do any of the following:
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• If Allow assessment of individual posts is enabled, enter a value in the Score
column beside each post you want to assess.
• If Allow assessment of individual posts is not enabled, assign a value in the
Topic Score to reflect the learner's participation in the whole topic.
• Complete each rubric with a level and feedback for each criterion.
• In the General Feedback field, enter any comments that you have.
5. If the topic is associated with a grade item, select the Publish score on save check
box. When this check box is selected, the Topic Score or calculated topic score and
comments from the General Feedback field are sent to Grades. If this check box is not
selected, the learner's score and feedback are cleared from Grades.

Link a discussion assessment to a grade item
When you link a discussion topic’s score to a numeric grade item in your grade book, your
users’ scores automatically transfer to the grade book. This enables you to factor the topic
score into users’ final grades for the unit. It also enables you to display the result to users
since users cannot view their topic score directly through the Discussions tool, but can view
their grades in the grade book.
You must publish the score to the grade book in order for Connect to update the grade item.
This prevents the display of inaccurate grades before you finish assessing users. When you
publish the topic score, Connect updates the grade item in the grade book. Any additional
changes you make to a user’s score automatically release to the grade book. Note that you
can only link numeric grade items to discussion topics.
1. On the navbar, click Discussions.
2. From the context menu of the topic you want to assess, click
3. On the Assess Topic page, do one of the following:

Assess Topic.

• To publish scores for specific users, select the check box in the Publish to Grades
column beside each user whose score you want to release. Click Save.
• To publish scores for all users, click Publish All Scores to Grades.

Restore deleted discussions
In order to restore deleted forums and topic, you must have the Delete and Restore Forums
and Topics permission enabled. If the forum you restore contains one or more topics, you will
be given the option to also restore the forum's associated topics.
In order to restore deleted threads and posts, you must have the See Deleted Posts
permission and Display deleted posts option on the Settings page enabled. If the post you
restore is a reply to another post, and the other post was also deleted, both posts are
restored.
1. On the navbar, click Discussions.
2. Do one of the following:
• To restore a deleted forum or topic, on the Discussions List page, from the More
Actions button, click
Restore. Click Restore beside the forum or topic you want to
restore.
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• To restore a deleted thread or post, click the
thread or post you want to restore.

Restore <Thread/Post> link in the
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Create FAQs for learners
The FAQ (Frequently Asked Questions) tool enables you to provide a list of common
questions with answers that users might have when using Connect or accessing a unit. FAQ
questions and answers are organised into categories, and all questions and answers must
belong to a category.
We recommend you create categories that group questions and answers by topic, or by
similar contexts in which users often have similar questions. For example, some categories
you might create are General Information, Technical Issues, Assignment Submission Folder
Submission Policies, Research and Citation Style Requirements, and How to Find Grades.

Create an FAQ question
1. On the navbar, click FAQ.
2. Do one of the following:
• Click New Question, then select a Category from the drop-down list. If you
need to create a category for the question, click New Category. Enter your
category details. Click Save.
• If you know which existing category you want to place the new question in, from
the context menu of that category, click
New Question.
3. Enter your question and answer details.

Create an FAQ category
1. On the navbar, click FAQ.
2. Click New Category.
3. Enter your category details.
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Create group work areas for learners
Create group work areas for users with the Groups tool. You can use groups to organise
users’ work on projects and assignments, or you can create special work areas for users with
different learning needs.
Users can belong to multiple groups within the same unit. For example, each user can
simultaneously belong to a group for class projects, a group for special interest discussions,
and a group for advanced users. Each group can have its own discussion forums, dropbox
folders, and locker area to work in. You can grade members of groups individually or as a
team.

Best practices for setting up groups
• If you want users to see all users and content for a unit but be a part of a group for a
specific project or activity, use the Groups tool.
• To organise users' work on projects and assignments or to create special work areas
for users with different learning needs, use the Groups tool.
• Users can belong to multiple groups within the same unit.
• For each group, create separate discussion forums, Assignment submission folders,
and Locker areas to work in.
• Grade members of groups individually or as a team.
• Before setting up groups, know how you want to organise them. The following factors
can affect how users enroll in groups:
• Setting groups up before or after you've enrolled users.
• Enabling auto-enrolment in groups.
• Enabling randomization of users in groups.
• Enabling self-enrolment in groups.
• The Enrolment Type you choose.
• Set up groups after the majority of users enroll in your unit. This gives you a better
idea of how many users you are organizing and how many groups you need. Setting
up groups after enrolment can also ensure better distribution of users between groups.
• For users to enroll in groups automatically, the Can be auto enrolled into groups
permission must be enabled. Contact your site administrator if you experience
difficulties.

What happens when you move users to a new group?
Discussion posts remain in the old group and do not count towards a user’s grade if the
forum or topic is associated with a grade item. The user must satisfy the discussion post
requirements in the new section. You can override a grade using the Grades tool.
Locker files remain in the old group. Users must add any files they want to keep to the new
Locker area themselves.
Assignments submissions submitted for the old group remain with the old group. The user
receives the grade achieved by the new group on any group assignment submission folders.
You can change the user’s grade back to the original group’s mark in the Grades tool.

Best practices for group enrolment
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To illustrate best practices for group enrolment, the following scenario includes a class of
185 users.
Your latest assignment requires users to use a software program that is only available in
certain labs which must be booked and supervised. You book 4 labs that can hold 50 users
each and create 4 corresponding groups.
You select the following group options:
• For the Enrolment Type, you select # of Groups and set the Number of Groups to
4.
• You leave both Auto-enroll new users and Randomize users in groups cleared
because new users will not be joining your unit and you are not worried about having
an unbiased distribution of users, since group membership will not influence users’
grades.
• You select Set up discussion areas and create discussion forums where users can
post and answer questions about the computer software.
• You leave Set up lockers and Set up assignments submission folders cleared
because you do not want users collaborating on their projects and you already have
your assignments organised.
In the following scenario, you have a class of 29 users.
Your latest assignment requires that users research a particular topic, write a report on it,
and hold a seminar for the class. You know that you want users to work in groups of 5, but
you want to give them some flexibility in choosing both who they work with and what topic
they work on.
You select the following group options:
• For the Enrolment Type, you select Groups of # - Self Enrolment. You set the
Number of Users per group to 5 and rename each of the 6 groups after the topic the
group will work on.
• You select Set up discussion areas and create discussion topics for each of the
groups. You associate the topics with a grade item and tell users that you expect them
to communicate with each other on their progress and concerns in the discussions
topic for their group. They receive individual grades based on their participation.
• You select Set up lockers and encourage users to save their collaborative work in
their group Locker area.
• You select Set up assignments submission folders and create separate
Assignment submission folders for each group's Research Notes, Report, and Seminar
Notes. You associate the folders with grade items and assign the same grade to all
members of the group.

Create a group category
To organise and manage related groups, use categories. For example, you can have a
category for Assignment 1, Assignment 2, Seminars, Remedial Help, and Book Reviews.
Before you create a new set of groups, you must set up a category and create restricted
work areas for the groups.
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2.
3.
4.
5.

6.
7.
8.

9.
10.
11.
12.
13.
14.
15.
16.

18.
19.
20.
21.

On the Manage Groups page, click New Category.
Enter a Category Name and Description.
Select an Enrolment Type from the drop-down list.
Depending on the chosen Enrolment Type, enter the Number of Groups to create,
the Number of Users per group, or both.
To apply a distinctive prefix to each group name and code in the category, enter it in
the Group Prefix field. If you do not fill in this field, the prefix defaults to "Group".
Depending on the chosen Enrolment Type, to automatically enroll users to groups,
select Auto-enroll new users.
Depending on the chosen Enrolment Type, to randomly place users in groups, select
Randomize users in groups. If you do not choose this option, users are placed
alphabetically based on the Classlist.
If you select an Enrolment Type that supports self Enrolment, to set a deadline after
which learners can no longer self enroll in the group, select Set Self Enrolment
Expiry Date.
If you select Set Self Enrolment Expiry Date, but you want all learners who do not
enroll before the expiry date to be enrolled, you can select Allocate unenrolled users
after Self Enrolment Expiry Date to automatically, randomly and evenly distribute
them into the available groups.
Note: This option adds group members beyond the capacity of groups, if applicable.
The automatic Enrolment recurs at a set interval after the expiry date to ensure that all
learners are assigned to a group.
Note: Enable the options in the Create Workspace area only after you've customised
your group names. The Discussions areas are then created with the customised group
names right away, and you do not have to edit their names manually later.
Click Save.
To customise individual group names, click the group and enter a new group name.
Click Save.
To set up discussion areas, locker areas, and assignment submissions folders with the
customised group name, from the category name's context menu, click
Edit
Category.
In the Create Workspace area, select Set up discussion areas, Set up lockers,
and/or Set up assignment submissions folders.
Click Save.
On the Create Restricted Topics page, select the Forum in which you want to create
restricted topics.
If you have the new group topic creation feature enabled, do one of the following:
a. If you want educators to manage each topic individually, select the Create one
topic per group radio button. Learners can only see topics assigned to their
group.
b. If you want to enable educators to manage all activity and assessment from one
topic, select the Create one topic with threads separated by group radio
button. Learners can only see threads from their own group.
Click Create and Next.
Enter a group discussion Title and Description.
Click Create and Next.
Click Done.

Create a group
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To create a group
1. On the navbar, click Groups.
2. On the Manage Groups page, from the View Categories drop-down list, select the
category you want to add a group to.
3. From the context menu of the category, click Add Group.
4. If you do not want to use the default name provided, enter a group name.
5. If you do not want to use the default group code provided, enter a group code.
6. Enter a description for the group.
7. Click Save.

Group enrolment types
The following descriptions explain the enrolment type options available when creating a new
category and provide conceptual information on when you should use them.
Enrolment
Description
Type Option
# of Groups – Selecting this option creates a specified number of groups, for which you can add
any number of users using the Enroll Users page.
No Auto
Enrolments
Use this enrolment type when you know how many groups you want to create and
which users you want in each group. Select this option when you have a teaching
model that divides unit participants into specific learning levels or when you want
to divide users by skill or interests.
Groups of # Selecting this option creates the minimum number of groups needed to place
users in groups of a specified maximum size. More groups are created when they
are needed to accommodate users. In the Members column of the Groups table,
capacity markers display in the form x/y, where x is the number of enrolled
students and y is the capacity.
Use this enrolment type when you know how many users you want in each group.
Select this option when you have assignments that require work to be divided
between a specific number of users, or when you can only accommodate a set
number of users in a lab or work area at one time.
If users are enrolled before groups are set up and the Can be auto enrolled into
groups option is enabled, users are added using a brick laying algorithm. For
example, if a maximum group size of 5 users is chosen for a class of 23, then 5
groups are created. The first user is added to Group 1, the second to Group 2,
and so on. The sixth user returns the enrolment sequence to Group 1. Groups 1,
2 and 3 have 5 users and Groups 4 and 5 have 4 users. If a new user enrolls
later, they are put in Group 4.
If you also enable the Auto-enroll new users option and all of the existing groups
reach their maximum size, new users are added to a new group. Because there is
no way to know how many new users will join, all new users are added to the
same group until it is full. This is called a bucket-filling algorithm because the
limits of one group must be met before creating another group.
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If users are enrolled after groups are set up, users are added to groups using a
bucket-filling algorithm because there is no way for the system to determine how
many groups in total are needed. For example, if a maximum group size of 5
users is chosen for a class in which 23 users eventually enroll, the first five users
are added to Group 1, the sixth through tenth user to Group 2, and so on. After 23
users are enrolled, groups 1-4 have 5 users and Group 5 has 3 users.
If the Can be auto enrolled into groups option is cleared, the minimum number of
groups needed to create groups under the specified size are created with no
users enrolled in them. If no users are enrolled in the unit, one group is created.
You can enroll users using the Enroll Users page.
Note: If a learner is unenrolled from a unit, and new learners enroll in the unit, and
the original learner re-enrolls into the unit, the group the original learner was in will
exceed the maximum number of learners. This is done to ensure learners are
able to maintain the work they contributed to previously. If you would like to
maintain a strict number of learners per group, reorganisation of groups after
unenrolments and re-enrolments must be done manually.
# of Groups Selecting this option creates a specified number of groups.
Use this enrolment type when you know how many groups you want to create, but
want the system to place users in groups for you. Select this option when you
want group membership to be indiscriminate, or when classroom, resource, or
teaching assistant availability restricts the number of groups you can have.
If the Can be auto enrolled into groups option is enabled, users are added using a
brick laying algorithm, regardless of whether they enrolled before or after the
groups were created. For example, if a class has 23 users and 5 groups, the first
user is added to Group 1, the second to Group 2, and so on. The sixth user
returns the enrolment sequence to Group 1. Groups 1, 2, and 3 have 5 users and
Groups 4 and 5 have 4 users. If a new user enrolls later, they are put in Group 4.
If the Can be auto enrolled into groups option is not enabled, the specified
number of groups are created with no users enrolled in them. You can enroll
users using the Enroll Users page.
Groups of # – Selecting this option creates the minimum number of groups needed to
accommodate users in groups of a specified maximum size automatically. Users
Self
choose the group they want to enroll in from the Groups page. In the Members
Enrolment
column of the Groups grid list, capacity markers display in the form x/y, where x is
the number of enrolled students and y is the capacity.
Use this enrolment type when you know how many users you want in each group,
but you want to allow users to choose their own groups. Select this option when
you want users to choose their groups based on friendship, learning style,
schedules, or geographic location.
If there are no users enrolled in your unit at the time of creation, then only one
group is initially created. You can use the Edit Category page to add additional
groups. Add additional groups if you want to ensure all users have options when
forming groups.
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# of Groups – Selecting this option creates a specified number of groups, which users enroll in
from the Groups page.
Self
Enrolment
Use this enrolment type when you want to make a specific number of groups
available for users to join. Select this option when you want to organise groups on
specific topics, which users can join based on interest, or for creating groups that
are responsible for specific aspects of a larger project, which users can join based
on knowledge or task preferences.
# of Groups,
Capacity of #
– Self
Enrolment

Selecting this option creates a specified number of groups with a specified
number of enrolments per group. Users choose the group they want to enroll in
from the Groups page. In the Members column of the Groups table, capacity
markers display in the form x/y, where x is the number of enrolled students and y
is the capacity.
Use this enrolment type when you know how many users you want in each group,
you want to allow users to choose their own groups, and you want each group to
have a maximum number of users. Select this option when you want users to
choose their groups based on areas of interest or responsibility in larger projects,
but you want to limit membership in each group to a certain number of users.

Single user, Using this option creates a group with a single user where the first name and last
name of the learner is the name of the group. When a new learner is enrolled in
memberthe unit a group is automatically created for them.
specific
groups
Select this option when you want to create journal type groups with a single
member.

What happens when you delete a group or group category?
When you delete a group, the following things happen:
• If you've selected the Auto-enroll new users option, users are automatically distributed
in the remaining groups.
• If groups are set up for manual enrolment, you must add users to the remaining groups
using the Enroll Users page.
• Group discussion forums remain available for reference. You can delete them in the
Discussions tool.
• Group locker areas and the files they contain are deleted.
• group assignment submission folders and the files they contain are deleted.
When you delete a category, the following things happen:
• Users are no longer enrolled in groups because they do not exist.
• Group discussion forums remain available for reference. You can delete them in the
Discussions tool.
• Group Locker areas and the files they contain are deleted.
• group assignment submission folders and the files they contain are deleted.

Set up self-enrolment in groups

© 2017 by D2L Corporation. All rights reserved. Published: Aug 2017.
Customised by eLearning Services, TAFE Queensland. Last updated: May 2018.

Self-enrolment allows users to enroll in groups on their own. Use this option when you want
users to choose their own group members or to be a part of a group on a topic that interests
them.
Users can self-enrol in groups by clicking the Choose Group link beside the name of a group
category set up for self-enrolment. A link displays at the top of the user’s Groups page when
self-enrolment is available.
If a group is full, the Members column displays the total number of group members in red
with "(Full)" beside it. If a learner wants to leave a group that they self-enroled in before the
date specified by the Set Self Enrolment Expiry Date option (if selected), on the My Groups
page, learners can click Leave Group if the option is configured.
Clicking the capacity marker or the total listed in the Members column opens the Group
Members pop-up, which contains a list of current group members. You cannot click empty
groups.
1. On the Manage Groups page, click New Category.
2. Enter a Category Name and Description.
3. Select one of the following options from the Enrolment Type drop-down list:
• Groups of # - Self Enrolment
• # of Groups - Self Enrolment
• # of Groups, Capacity of # - Self Enrolment
4. Depending on the chosen Enrolment Type, enter the Number of Groups to create,
the Number of Users per group, or both.
5. To associate discussion areas with the groups in the category, select Set up
discussion areas.
6. To associate locker areas with the groups in the category, select Set up lockers.
7. To associate assignment submissions folders with the groups in the category, select
Set up assignment submissions folders.
8. Click Save.

Restrict a forum or topic to specific groups
Using topic or forum restrictions, you can create discussion areas where members of a group
can collaborate on assignments or discuss unit material in small teams. You can also use
restrictions to create separate forums or topics for each group in a unit offering.
1. On the navbar, click Discussions.
2. On the Discussions List page, from the context menu of the forum or topic you want
to restrict, click
Edit.
3. In the Restrictions tab, select the Restrict this <forum/topic> to the following
groups check box.
4. Click Add Groups.
5. Select the groups you want to add, then click Add.
6. To remove a specific group’s access, click the Remove icon for the group.
To open the forum or topic to everyone again, clear the Restrict this <forum/topic> to the
following groups check box.

Delete a user from a group
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When you delete a user from a group, all of their files remain in the system, including
discussion posts, Assignments submissions, and Locker files.
1. On the Manage Groups page, from the View Categories drop-down list, select the
category containing the groups with users you want to delete.
2. From the context menu of the category, click
Enrol Users.
3. On the Enrol Users page, beside the user's name, clear the check box for each group
you want to remove the user from.
4. Click Save.
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Assess and grade learners
Assessment items are a critical component of any successful unit, and can be a common
point of stress for students if incorrectly delivered. Assessments should be clearly defined,
and give students clear expectations about due dates and requirements. Assessment
feedback should be personalised and descriptive. Assessment results should be accurate,
and delivered back to students in a timely manner.
Educators can assess and grade learners with the following tools:
•
•
•
•
•

Create a grading system with the Grades and Grade Book tools
Evaluate an activity based on a predefined set of criteria with the Rubrics tool
Create quizzes with the Quizzes tool
Create assignments and assess submissions with the Assignments tool
Grade assignments on-the-go with the Brightspace Assignment Grader mobile app
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Create a grading system
As an educator, can configure your grade book settings in Connect. You can select how
grades display to students, how they update in the grade book, and how you want to deal
with ungraded items. You can create grade items for projects, assignments, discussions,
quizzes, etc. to include in your grade book, and even associate them with other tools (e.g.
Assignments, Quizzes, Discussions).
Typically, units in Connect are created with the grade book settings, grade items, and
associations already configured by an assembler or learning designer.

Grade book basics
A grade book contains your grading system, grade calculations, grade scheme, grade items,
and view and display options. Grade items in your grade book represent all the work that you
want to evaluate users on in a unit. You can evaluate specific tasks such as assignments,
tests, and participation, and you can also create grade items and associate them with unit
objects such as Dropbox and Quizzes.
You must set up a grade book before you can use the Grades tool. As you plan your grade
book, consider:
•
•
•
•
•
•

What grade items you plan to evaluate.
Which grading system is most appropriate for your unit.
How you will allocate points or weights across grade items.
Which grade items you want to associate with unit objects.
If you want to include a milestone grade at least once during the unit.
How you want to calculate final grades.

NOTE Making changes to a grade book's settings and calculation options after you begin
tracking users' grades can significantly affect existing data.

Grading concepts
Concept

Description

Grade book

A grade book contains your grading system, grade calculations, grade
scheme, grade items, and view and display options. Grade items in your
grade book represent all the work that you want to evaluate users on in a
unit. You can evaluate specific tasks such as assignments, tests, and
participation, and you can also create grade items and associate them with
unit objects such as assignment submission folders and quizzes.
You must set up a grade book before you can use the Grades tool. As you
plan your grade book, consider:
• Which grade items you plan to evaluate.
• Which grading system is most appropriate for your unit.
• How you will allocate points or weights across grade items.
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• Which grade items you want to associate with unit objects. Note that
only numeric grade items can be associated with unit objects.
• If you want to include a milestone grade at least once during the unit.
• How you want to calculate final grades.
Making changes to a grade book's settings and calculation options after you
begin tracking users' grades can significantly affect existing data.
Grading system

The grading system determines how the grade items in your grade book
contribute to users’ final grades. There are three options:
• Grade items can count as a percentage of a final grade worth 100%.
• Grade items can be worth a certain amount of points that are totaled
for a final grade.
• You can define a custom formula for how grade items contribute to a
final grade.
Typically, this setting has been pre-configured for educators when your unit is
populated with learning material and assessments.

Grade items

Grade items in your grade book represent all the work that you want to
evaluate users on in a unit. Grade items can exist independently in your
grade book, or you can associate numeric grade items with unit objects such
as discussions, quizzes, and assignment submission folders. Each grade
item has an entry in the grade book, which you assign a grade to for each
user. Depending on the grade item type you want to create, grade items can
be graded numerically or based on a grade scheme.
Typically, these grade items have been pre-configured for educators when
your unit is populated with learning material and assessments.

Calculated final
grade

The final grade calculated by the grade book. You cannot adjust the final
grade without adjusting grade item scores.

Adjusted final
grade

You can manually change the final grade calculation without affecting grade
item scores.

Grading schemes
A grade scheme enables you to organise users’ performances on grade items into levels of
achievement. A grade scheme can include any number of achievement levels. Each
achievement level has its own range of acceptable grades and a symbol, such as a numeric
value, letter, or text description, to represent it. It is highly recommended to use the grade
schemes set up by TAFE Queensland, but it is possible to also create your own custom
grade schemes.
Grade scheme

Example

Letter

AW, M, J
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Numeric

2.0, 2.5, 3.0, 3.5, 4.0

Text

Not Graded, Satisfactory, Unsatisfactory

Create a grade scheme
To create a grade scheme
On the navbar, click Grades.
On the Schemes page, click New Scheme.
In the General area, enter the scheme Name.
In the Ranges area, enter your scheme details. If you do not assign a value in the
Assigned Value % field, the Start % is used as the default.
5. To add more levels to your scheme, click Add Ranges.
6. Click Save and Close.

1.
2.
3.
4.

Grading systems
Selecting a grading system is the first step in setting up your grade book.
System

Description

Weighted

The weighted system calculates grade items as a percentage of a final grade
worth 100%. The maximum points you assign to individual grade items can be
any value, but their contribution towards the category they belong to and the final
grade is the percentage value (weight) assigned to them.
Grade items in a category count as a percentage of that category, not of the final
grade. Therefore, grade items in a category should combine to a weight of 100%.
For example, if you have a category worth 10% of the final grade with two equally
weighted grade items, the weight of each grade item is 50%, (its contribution to
the category), not 5% (its contribution to the final grade).
Since it's a category’s weight and not an individual grade item’s weight that
counts toward the final grade, the final grade is inaccurate until all the items in the
category are graded. If you want to release final grades to users before all the
items are graded, you can drop ungraded items from the calculation until the end
of the unit when you want all grade items to be considered. Otherwise, the final
grades might be misleading.
If your grade items do not add up to 100%, you will receive a warning message.
You can ignore this message if you choose; a balanced grade book is not
required. If the weights assigned to grade items do not sum to 100%, the tool
adjusts the weight of each item. For example, if you have three grade items with a
weight of 25% each, each item is actually calculated as 33%. This is true for
categories and the final grade.

Points

Use the points system when you want the maximum points assigned to a grade
item to be equal to its contribution to the final grade. Final grades are calculated
by adding a user’s score on all grade items together and dividing by the sum of
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the maximum points values. The sum of the maximum points values for all grade
items does not need to equal 100.
With the points system you do not specify a category’s weight or total points. It is
the maximum points assigned to an individual grade item that counts toward the
final grade.
Make sure the maximum points assigned to grade items reflect how much you
want them to be worth. For example, don’t grade each of your 20 homework
assignments out of 50 points and then your final exam out of 80 points.
Another option in the point system is to exclude an item from the final grade
calculation. This enables you to evaluate a grade category, numeric grade item,
selectbox grade item, or pass/fail grade item without including the grade in users’
calculated or adjusted final grades. The New/Edit Item page and the New/Edit
Category page both include an Exclude from Final Grade Calculation check box.
You can achieve similar functionality in the weighted system by setting the grade
item or category’s weight to 0%.
Note: At the time of writing, Points is the most common grading system in
use at TAFE Queensland for competency-based units.
Formula

Use the formula system when you want to calculate final grades using a custom
formula that allows for conditions. The formula system is based on the points
system, but allows you to set conditions around grade items to determine the final
grade. For example, you could require that users receive at least 50% on their
midterm and final exam to pass a unit.
The formula system might not be available at your organisation. If you do not
have this option, you can release the adjusted final grade and calculate your
custom formula manually, or you can contact your site administration about
getting access to this functionality.
Note: At the time of writing, using a Formula is the best way to get an
accurate unit level-final grade (e.g. J or M) at TAFE Queensland for
competency-based units.

Set up your grade book
In the Grades tool, if a grade book is not set up or imported for your unit, you will see the
Grades Setup Wizard page when you first navigate to the tool.
On the navbar, click Grades.
On the Grades Setup Wizard page, click Start.
Choose your grading system, then click Continue.
Choose how you want final grades to be released.
Choose how you want to treat ungraded items.
If you want final grades to automatically adjust after changing a grade item or
calculation option, select Automatically keep final grade updated.
7. Click Continue.
8. Choose your default grade scheme and then click Continue.

1.
2.
3.
4.
5.
6.
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9. In the Number of decimal places to display field, enter the number of decimal places
to display to users who enter grades using the grade book.
10. Click Continue.
11. Select your learner view display options and then click Continue.
12. On the Grades Setup Summary page, review your selections.
13. Do one of the following:
• To make changes to your grade book setup, click Go Back.
• Click Finish.

Creating grade items
Creating grade items
Create numeric grade items
Grade users by assigning a value out of a specified total number of points. Numeric grade
items are the only type of grade item that you can associate with unit objects such as
discussions, quizzes, and Assignment submission folders.
On the navbar, click Grades.
On the Manage Grades page, from the New button, click Item.
Click Numeric.
In the General area, enter your grade item details.
In the Grading area, enter the maximum points and weight for the grade item.
Do any of the following:
• If you want users' grades to be able to exceed the maximum points specified for
the item, select the Can Exceed check box.
• If you want the grade item to be a bonus, select the Bonus check box.
• From the Grade Scheme drop-down list, select a grading scheme for your grade
item.
• To attach a rubric to the grade item, click Add Rubric.
7. In the Display Options area, select how you want the Learner View and Managing
View for the grade item to appear.
8. Click Save and Close.

1.
2.
3.
4.
5.
6.

Create selectbox grade items
Grade users by assigning a grade scheme level that is equivalent to a percentage grade
range. You cannot create selectbox grade items if you do not have at least one grade
scheme for the unit. Note that you cannot associate calculated grade items with unit objects
such as discussions, quizzes, and assignment submission folders. Only numeric grade items
can be associated with unit objects.
1.
2.
3.
4.
5.
6.

On the navbar, click Grades.
On the Manage Grades page, from the New button, click Item.
Click Selectbox.
In the General area, enter your grade item details.
In the Grading area, enter the maximum points and weight for the grade item.
Do any of the following:
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• If you want the grade item to be a bonus, select the Bonus check box.
• From the Grade Scheme drop-down list, select a grading scheme for your grade
item.
• To attach a rubric to the grade item, click Add Rubric.
7. In the Display Options area, select how you want the Learner View and Managing
View for the grade item to appear.
8. Click Save and Close.

Create pass/fail grade items
You can grade users using a simple pass/fail grade scheme. Note that you cannot associate
calculated grade items with unit objects such as discussions, quizzes, and assignment
submissions folders. Only numeric grade items can be associated with unit objects.
On the navbar, click Grades.
On the Manage Grades page, from the New button, click Item.
Click Pass/Fail.
In the General area, enter your grade item details.
In the Grading area, enter the Maximum Points and Weight for the grade item.
Do any of the following:
• If you want the grade item to be a bonus, select the Bonus check box.
• From the Grade Scheme drop-down list, select a grading scheme for your grade
item.
• To attach a rubric to the grade item, click Add Rubric.
7. In the Display Options area, select how you want the Learner View and Managing
View for the grade item to appear.
8. Click Save and Close.

1.
2.
3.
4.
5.
6.

Create formula grade items
Use formula grade items to automatically grade users using a custom formula based on
achievements in other grade items.
The following limitations apply to formula grade items: Formula grade items cannot belong to
a category; you must create all of the grade items you want to include in the formula grade
item before you create the formula item; and Formula grade items do not contribute to the
calculated final grade in a points-based or weighted-based grade book. You can only
calculate the final grade with formula grade items using the Formula grading system.
Note that you cannot associate formula grade items with unit objects such as discussions,
quizzes, and assignment submission folders. Only numeric grade items can be associated
with unit objects.
1.
2.
3.
4.

On the navbar, click Grades.
On the Manage Grades page, from the New button, click Item > Formula.
In the General area, enter your grade item details.
In the Grading area, enter the Maximum Points for the grade item. Then, do any of
the following:
• To define the formula for your grade item, click the Edit Using the Formula
Editor link. In the Formula Editor window, enter your formula and click Insert.
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• If you want users' grades to be able to exceed the maximum points specified for
the item, select the Can Exceed check box.
• From the Grade Scheme drop-down list, select a grading scheme for your grade
item.
• To attach a rubric to the grade item, click Add Rubric.
5. In the Display Options area, select how you want the Learner View and Managing
View for the grade item to appear.
6. Click Save and Close.

About formula grade items
Use the Formula Editor to define a formula that calculates a grade item’s value based on
other grade items. When you create a formula, you specify which grade items you want
included in the formula and the relationships between them. An example of a simple formula
is one that calculates the sum of a number of grade items. A more complicated formula is
one that drops the minimum or maximum value from a set of grade items.

Component

Description

Formula area

The formula area is where the formula text displays. The equals sign (=) at the
start of the formula cannot be deleted. A cursor shows your position in the
formula.

Cursor
placement

Use the cursor placement icons to move the cursor forwards and backwards in
the formula. You can also move the cursor by clicking on the new location with
your mouse. There are four options:
• << - Move cursor to start of formula
• < - Move cursor back one element
• > - Move cursor forward one element
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• >> - Move cursor to end of formula
Grade item
parameters

To view what grade items you can insert as a parameter in your formula, use
the Grade Item drop-down list. You can insert Numeric, Pass/Fail, Selectbox,
and Formula type grade items. You cannot reference the formula grade item
you are defining or a final grade.
To view the values associated with the grade item you want to use in the
formula, use the Grade Item Value drop-down list. There are three options:
• Points Received - The grade the user achieved. For example, 7 (out of
10 points).
• Max Points - The maximum points available for the grade item. For
example, 10 points.
• Percent - The percent grade the user achieved. For example, 70%.
When using the weighted system, category and grade item weights are ignored
in formula calculations.
Dropped grade items and bonus grade items are calculated the same as other
grade items.

Functions

The Function drop-down list contains a list of functions that you can use in
your calculation formula:
MAX - Calculates the maximum (largest) value in a set of values.
MIN - Calculates the minimum (smallest) value in a set of values.
SUM - Calculates the sum (total) of a set of values.
AVG - Calculates the average for a set of values by adding all the values
and dividing by the total number of values.
• IF - Operates as a Boolean statement that returns either the value set as
true or as false. You must define the condition (Boolean statement), true
(then) value, and false (else) value.
• NOT - Operates as a Boolean statement that returns the value set as
true if the condition is false and as false if the condition is true.
•
•
•
•

You can embed functions within functions.
The Start, Next Term, and End options are used to define elements of a
function:
• Start - Starts the function selected in the Function drop-down list with
an opening bracket ({).
• NextTerm - Inserts a comma to separate grade items or parts of a
Boolean statement.
• End - Ends the function with a closing bracket (}).
Operators

Operators are usually used in conjunction with at least one grade item.

Formula Editor validation errors
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The following are errors you might encounter while using the Formula Editor.
Error

Description

Examples

Unexpected
[token_type]

The formula contains a function component in an
unexpected location

= 5=/1

For example,
Unexpected operator
Unbalanced
parentheses

= (5+1)2

The formula contains an opening or closing bracket = 5+1)
without a corresponding bracket

Missing end of function The formula contains an unclosed function

= SUM{[Item1.Points],
[Item2.Points]

Unexpected function
end

The formula contains a closing bracket for a
function that does not relate to a function

= [Item1.Points]/2}

Invalid number of
operator parameters

The formula contains an invalid number of operator = [Item1.Points] +
parameters

Invalid number of
function parameters

The formula contains an invalid number of function = SUM{}
parameters
=
IF{[Item1.Points]<2,5}

Numeric value
expected

A Boolean statement or operator was entered in
place of a numeric value

= IF{5<2,1 OR 1,4}
= SUM{1 = 2,3,4}

Boolean value expected A Boolean statement was not entered for a
condition

= IF {MIN{4,5},100,0}

Invalid terminal

= [Item1.Points] +
3.2.5

The formula contains an incorrectly used terminal

= NOT{4}

Create calculated grade items
You can use a calculated grade item to display a user's cumulative achievement across
multiple grade items. Unlike the calculated final grade, calculated grade items do not
recognize grade category settings of the grade items they evaluate, such as exclusion or
distribution options. They cannot belong to a category and they cannot contribute to the
calculated final grade. Note that you cannot associate calculated grade items with unit
objects such as discussions, quizzes, and assignment submission folders.
Important note: Only numeric grade items can be associated with unit objects.
1. On the navbar, click Grades.
2. On the Manage Grades page, from the New button, click Item.
3. Click Calculated.
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4. In the General area, enter your grade item details.
5. In the Grading area, do any of the following:
• If you want users' grades to be able to exceed the maximum points specified for
the item, select the Can Exceed check box.
• From the Grade Scheme drop-down list, select a grading scheme for your grade
item.
• In the Grade Item to Include list, select any grade items you want to include in
the calculated grade item.
• Select your calculation method (not available when using a Points grading
system).
• To attach a rubric to the grade item, click Add Rubric.
6. In the Display Options area, select how you want the Learner View and Managing
View for the grade item to appear.
7. Click Save and Close.

Create text grade items
Use text grade items to provide comments that are not counted towards users’ final grades.
Text grade items cannot belong to a category and they do not contribute to the calculated
final grade. Note that you cannot associate text grade items with unit objects such as
discussions, quizzes, and assignment submission folders. Only numeric grade items can be
associated with unit objects.
On the navbar, click Grades.
On the Manage Grades page, from the New button, click Item.
Click Text.
In the General area, enter your grade item details.
To attach a rubric to the grade item, in the Grading area, click Add Rubric.
In the Display Options area, select how you want the Managing View for the grade
item to appear.
7. Click Save and Close.

1.
2.
3.
4.
5.
6.

Using grade exemptions
About grade exemptions
Using grade exemptions, an educator can provide an implicit reason why a learner does not
have a score for a grade item. A blank grade or a zero (0) grade can mean that the learner
hasn't submitted the item, that the item has not been graded, or that the learner has failed
the item. Having an exemption setting supports the differentiation for a legitimate exemption.
Educators can exempt numeric, selection box, pass/fail, calculated, formula, and text item
grade item types; however, educators cannot exempt a learner from a final calculated grade
or final adjusted grade.
When an educator exempts a grade item for a learner, the following pages are affected:
• Instructor view pages: Enter Grades, Grade User, Grade Category, Grade Items,
Import Review
• Learner view pages: My Grades
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• User Progress pages: Summary and Grades tabs; however, exempted grade items do
not appear in the bar graph of received grades.
The process that exports and imports grade data includes exemptions. Post-processing
during the import of grade data can differentiate between a learner with a grade, without a
grade, and with an exemption. If you change the value that identifies an exemption to the
import process after educators have set export file values to depend on a particular value,
such as the word Exempt, there may be unexpected results in the imported grade
exemptions.

Setting a grade item exemption for a learner
1. From the Grade Item page, select the check box beside the learner's name.
2. Above or below the table, click Exempt.
3. Click Save and Close.

Removing an exemption for a learner
1. From the Grade Item page, select the check box beside the learner's name.
2. Above or below the table, click Unexempt.
3. Click Save and Close.

Setting multiple grade item exemptions for a learner
1. On the Enter Grades page, click on the learner's name.
2. From the context menu of the learner's name, select Bulk edit exemptions.
3. On the Edit Grade Exemptions page for the learner, select the check boxes of the
grade items that you want to exempt the learner from.
4. Click Save and Close.

How grade exemptions affect calculations
Grade exemptions affect any calculation that depends on the values of the constituent grade
items.

Category scores that include exemptions
For category scores, grade exemptions affect the scores as follows:
• Exempted grade items are excluded from the calculation of category scores. The
grade item is treated as though it does not exist within the category.
• In a category with drop rules, exempted items are removed before the specified
number of grade items are dropped. Then, the category is calculated with the
remaining items.
• If all the items in a category are exempted, there are not grade item scores to use in
calculating a category score. In this case, the category does not have a score.
• In a weighted grade book, the exemption of a category item results in the remaining
item weights not reaching 100%. Connect automatically scales the weights of the
remaining items proportionally to each other.
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Calculated grade items that include exemptions
For calculated grade item scores, grade exemptions affect the scores as follows:
• Exempted items are excluded from the calculated score.
• If all items in a calculated grade item are exempted, the item does not have a
calculated score.

Formula grade items that include exemptions
For formula grade items, grade exemptions affect the scores as follows:
• Formulas treat exemptions as empty (null) grades; however, the Treat ungraded as 0
setting is ignored. If a learner is exempted from a grade, then the exemption and its
cascading results are treated as null.
• If a formula grade item used in another formula and the former is empty (null), then it is
treated as though it were exempted during the formula calculation.
The following table describes the updated evaluation rules for formulas:
Evaluation Rule

Result

For Single grades
If a grade item is exempt

Null

If a grade item has no value, and Drop Ungraded Items is turned on Null
If grade item has no value, and Treat Ungraded Items as 0 is turned 0
on
If a grade item has a value

[value]

Addition/Subtraction (+/-)
If both sides are exempt

Null

If one side is exempt and the other side has no value, and Drop
Ungraded Items is turned on

Null

If one side is exempt and the other side has no value, and Treat
Ungraded Items as Zero is turned on

0

If both sides are empty, and Drop Ungraded Items is turned on

Null

If both sides are empty, and Treat Ungraded Items as Zero is
turned on

0

If one side has a value

(+/-) [Value]
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Multiplication/Division (*//)
If either side is exempt

Null

If either side is empty, and Drop Ungraded Items is turned on

Null

If either side is empty, and Treat Ungraded Items as Zero is turned 0
on
If both sides have a value

[Result]

Equality (=)
If both sides are exempt

True

If both sides are empty and Drop Ungraded items is turned on

True

If both sides are empty and Treat Ungraded Items as Zero is turned True
on
If both sides have different values

False

If one side is exempt and the other side is empty and Treat
Ungraded Items as Zero is turned on

False

If one side is exempt and the other side has a value

False

Inequality (<>)
If both sides are exempt

False

If both sides are empty and Drop Ungraded items is turned on

False

If both sides are empty and Treat Ungraded Items as Zero is turned False
on
If both sides have different values

True

If one side is exempt and the other side is empty and Treat
Ungraded Items as Zero is turned on

True

If one side is exempt and the other side has a value

True

Greater/Less than (>/<)
Both sides have values

Appropriate
True/False

If one side is exempt

False
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If one side is empty and Drop Ungraded Items is turned on

False

If one side has a value and the other side is empty and Treat
Ungraded Items as Zero is turned on

Appropriate
True/False

Greater/Less Than or Equal (>=/<=)
Both sides have values

Appropriate
True/False

If both sides are exempt

True

If both sides are empty and Drop Ungraded Items is turned on

True

If one side has a value and the other side is exempt

False

If one side has a value and the other is empty and Drop Ungraded False
Items is turned on
If one side has a value and the other side is empty and Treat
Ungraded Items as Zero is turned on.

Appropriate
True/False

Final Grades that include exemptions
For final grade items, grade exemptions affect the scores as follows:
• Exempted items are excluded from the calculation. These grade items are treated as
empty grades, not as 0 if Treat Ungraded Items as 0 is turned on.
• If all items are exempted, there are no grades to use to calculate a final grade. The
final grade will not have a score.

Viewing grade item statistics that include exemptions
Grade item exemptions appear in class statistics and are removed from statistic calculations.
• On the Class Statistics tab, the number of submitted grades is reduced (the exempted
learner is not included); calculations, such as minimum and maximum, do not include
the exempted learner; and the grade distribution excludes the students with the
exempted grade item.
• On the User Statistics tab, Exempt displays in the grade column for learners with
grade exemptions.

Viewing grade category statistics that include exemptions
On the Class Statistics tab, learners who are exempted from all item in a category are
handled as follows:
• The number of grades submitted is reduced from the maximum number of learner who
can submit.
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• Calculations such as minimum and maximum do not include the exempted learner.
• Grade distribution does not include exempted learners.
When exempted from all items in a category, the learner appears as Exempt on the User
Statistics page. Otherwise, the category reflects the appropriate calculations which account
for the exemptions.

How grade exemptions affect release conditions
Educators can set release conditions to release new content to learners after a grade item is
complete. Since grade exemptions do not count as a completed grade item nor do they
count as an incomplete grade item, there are two release conditions that are effected by
exemptions:
• Grade Value on grade item
• No grade received
These release items respect the exemption and do not trigger on the presence of a grade
exemption. For example, if a Grade Value on grade item condition is set on a content item, a
user who is exempt from the grade item listed in the release condition will not have access to
the content.

Managing grades and grade items
Manually assign grades
1. On the navbar, click Grades.
2. On the Enter Grades page, do one of the following:
• To manually enter grades for an individual user, click the user name.
• To manually enter grades for a grade item, from the context menu of the grade
item, click
Grade All.
• To manually enter grades for a category, from the context menu of the grade
item, click
Grade All.
3. Enter your grades.
4. Click Save and Close.

Release final grades
If you did not select the Automatically release final grade option when you set up your grade
book, you can release final grades to learners manually.
1. On the navbar, click Grades.
2. On the Enter Grades page, from the Final Calculated Grade or Final Adjusted
Grade context menu, click
Grade All.
3. To release grades for all users, on the Final Grades page, from the Final Grades
context menu, click
Release All. To release final grades for a specific user, do one
of the following:
• Select the check box by the user name and click the
Release/Unrelease link.
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• Select the check box in the Release Final Calculated Grade or Release
Adjusted Final Grade column.
4. Click Save.
The
Final grade is released icon displays in the Final Calculated Grade or Final Adjusted
Grade column for any user who has their final grade released. The
Final grade is not
released icon displays in the Final Calculated Grade or Final Adjusted Grade column for any
user who does not have their final grade released.

Export grades
eLearning Services recommends that you set up your grade book in Connect even if you
want to enter grades in a CSV or TXT file. You can then use the Export Grades option to
create an appropriately structured file.
1. On the navbar, click Grades.
2. On the Enter Grades page, click Export.
3. In the Export Options area, do the following:
• From the Export Grade Items For drop-down list, select who you want to export
grade items for.
• Select the Key Field you want to use to identify users.
• Select the Grade Values and User Details you want to export.
4. In the Choose Grades to Export area, select the grade items you want to export.
5. Click Export to CSV or Export to Excel. A pop-up window appears. Click on the file
link to download it.
Note: If a student is enrolled in multiple groups within a Group Category, those enrolments
are exported as a comma-separated list within a cell.

Set grade visibility options for learners
1.
2.
3.
4.

On the navbar, click Grades.
Click
Settings.
In the Org Unit Display Options tab, set your Learner View Display Options.
Click Save.

You can also edit grade visibility options for individual grade items using the Edit Item page
by setting Display Options.
Note: Bonus grade items do not display to learners with the grade scheme information like
other grade items, no matter what display options you set. Bonus grades are calculated
differently than other grade items and only added to final grades after all other calculations.
Therefore, learners can only view the numeric points, and potentially the weight achieved, for
a bonus grade, but no other grade scheme information.

Set release conditions for grades
Release conditions allow you to associate grade items and grade book categories with other
items in Connect. For example, you can require that users meet some other criteria, such as
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completing a quiz or submitting to an assignment submission folder, before a specific grade
item appears in their grade book.
1. On the navbar, click Grades.
2. On the Manage Grades page, click on the grade item you want to set release
conditions for.
3. In the Restrictions tab, in the Release Conditions area, do one of the following:
• Click Attach Existing, then select the check box for any condition you want to
attach. Click Attach.
• Click Create and Attach, then select a Condition Type from the drop-down list.
Complete any additional Condition Details that appear and click Create.
4. From the drop-down list, select if All conditions must be met or Any condition must
be met to access the grade item or category.
5. Click Save and Close.

About bonus grade items
Bonus grade items are not included in the maximum points for a category or final grade.
They are added on top of the calculated grade.
Bonus grade items cannot make users' grades exceed the maximum points specified, unless
the Can Exceed option is selected.
Note: Bonus grade items do not display to students with the grade scheme information like
other grade items, no matter what display options you set. Because bonus grades are only
added to final grades after all other calculations, students can only view the numeric points,
and potentially the weight achieved, for a bonus grade, but no other grade scheme
information, as the actual weight or points of the bonus grade item may not be consistent
with the rest of the grade scheme.

Inaccurate final grades
The Final Grades page lists the calculated final grade for each user in your grade book. Final
grades might be inaccurate if:
• You did not select the Automatically keep final grades updated option when you set
up your grade book.
• There are grade items that you still need to enter grades for.
• You selected Automatically release final grades but you didn't change your selection
from Drop ungraded items to Treat ungraded items as 0 at the end of the unit.
• You are using formula grade items in a Points-based grading system. Formula grade
items do not contribute to the final grade in a points-based or weighted-based grade
book.

Manually recalculate the final grade
If you have not selected the Automatically keep final grades updated option, you may have to
manually recalculate final grades at some point during your unit.
1. On the navbar, click Grades.
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2. Do one of the following:
• To recalculate a grade, click a user's name. In the Final Grade section, click the
Recalculate the Final Calculated Grade icon.
• To recalculate all grades, from the Final Calculated Grade context menu, click
Grade All. On the Final Grades page, from the Final Grades context menu, select
Recalculate All.

Enter an adjusted final grade
1. On the navbar, click Grades.
2. On the Manage Grades page, from the Final Adjusted Grade context menu, click
Enter Grades.
3. In the Final Adjusted Grade column, enter a grade for every user you want to give an
adjusted grade to.
4. If you want to release a grade for a user, select their Release Final Adjusted Grade
check box.
5. Click Save.

Calculate final grades for a single user
1. On the navbar, click Grades.
2. On the Enter Grades page, click on a user’s name.
3. If you see the "Out of date!" message displaying by the Final Calculate Grade, click
the Recalculate the Final Calculated Grade icon. Click Calculate.
4. Enter a Final Adjusted Grade in the fields provided or click the Transfer Final
Calculated Grade to Final Adjusted Grade icon.
5. Select the Release check box.
6. Click Save.

Restore a deleted grade item
1. On the navbar, click Grades.
2. On the Manage Grades page, from the More Actions button, select Event Log.
3. Beside the appropriate grade item select Restore.

Basic Scenario: Final calculated grade using Points system
You offer a number of online units that use similar content, but adjust the unit content
depending on your users’ interests and skill levels. Your units are set up by importing unit
content from a master unit. Each task can be only completed as Satisfactory or
Unsatisfactory, so you use the points system and set grade items to a maximum points value
of 2. Your grade item’s grade scheme converts these results to a Satisfactory (for 100%) or
Unsatisfactory (for < 100%). Because you need to know when a task has not yet been
graded, you treat ungraded items as a 0. You do not yet have all summative assessment
tasks graded in Connect, so your final grade’s scheme converts results to Assessments
satisfactory (for 100%) or Assessments not yet satisfactory (for <100%).
You set up grade items with the following properties:
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Task 1

Task 2

Task 3

Task 4

Task 5

Task 6

2

2

2

2

2

2

Can Exceed No

No

No

No

No

No

Bonus

No

No

No

No

No

Maximum
Points

No

You assign the following grades for the user Dougie Jones:

Maximum
Points

Task 1

Task 2

Task 3

Task 4

Task 5

Task 6

2

2

2

2

2

1

You release the calculated final grade to Dougie. It is calculated as follows:
Grade item

Calculation

Task 1

= 2/2
= 100%
= Satisfactory

Task 2

= 2/2
= 100%
= Satisfactory

Task 3

= 2/2
= 100%
= Satisfactory

Task 4

= 2/2
= 100%
= Satisfactory

Task 5

= 2/2
= 100%
= Satisfactory

Task 6

= 1/2
= 50%
= Unsatisfactory
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Calculated
Final Grade

= 2+2+2+2+2+1
= 11/12
= 91.66%
= Assessments not yet satisfactory

Advanced Scenario: Final adjusted grade using Formula system
You are teaching a graphic design unit. Your units are set up by importing unit content from a
master unit. You have all summative assessment tasks graded in Connect, so your final
grade’s scheme converts results to J - Competent (all assessments completed to a
Satisfactory level) M – Competency not achieved (a student who has attempted all
assessments, but not to a Satisfactory level) or Withdrawn (if a student has not completed all
assessments). This is determined by a custom formula set up in the Final Calculated Grade.
Each of the assessment tasks –all set up as Assignment folders– are completed as
Satisfactory (for 100%) or Unsatisfactory (for < 100%). Tasks are graded using a Rubric
which contains each assessment criteria (worth 1 point each), so you set the maximum
points value of grade items equal to the number of criteria in each.
You drop ungraded items so they don’t affect final grade calculation.
You want an opportunity to review and adjust grades if necessary, so the Final Adjusted
Grade is released to students.

Task 1

Task 2

Task 3

9

8

7

Can Exceed No

No

No

Bonus

No

No

Maximum
Points

No

You assign the following grades for the user Dougie Jones:

Dougie
Jones

Task 1 Task 2

Task 3

9/9

7/7

8/8
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The Final Adjusted Grade for Dougie is derived as follows:

Grade item Calculation
Task 1

= 9/9
= 100%
= Satisfactory

Task 2

= 8/8
= 100%
= Satisfactory

Task 3

= 7/7
= 100%
= Satisfactory

Calculated = IF {(Task 1.Percent >= 100) AND (Task 2.Percent >= 100) AND (Task 3.Percent
Final Grade >= 100), 2, IF{(Task 1.Percent > 0) AND (Task 2.Percent > 0) AND (Task
3.Percent > 0), 1, 0 } }
= 2/2
= 100%
= J - Competent
Final
Adjusted
Grade

= 2/2 (transferred from Final Calculated Grade without adjustment)
= 100%
= J - Competent

About automatic transfer of overall score to a learner's grade
You can automatically transfer the overall score of a numeric rubric to a learner's grade. A
score transfers automatically only when the rubric has an overall score.
Numeric rubrics include the following types:
• Point analytic
• Custom point analytic
• Percentage holistic
When multiple rubrics are present in the rubric pop-up window, it is the overall score of the
first numeric rubric that Connect transfers. If you want to transfer the score of a different
rubric or scores from multiple rubrics, you must handle these situations separately.
Connect handles different types of grade items during the transfer as follows:
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• Numeric: The overall score of the rubric is expressed as a percentage and applied to
the grade item to ensure correct translation between different out of values. For
example, if the grade item is out of 6 and the rubric is out of 10; when you assess the
rubric and the learner achieves 8/10, the learner's grade will be 4.8 upon transfer.
• Selectbox: Connect finds the range in the selectbox values that has the translated
rubric score and the learner is given the Assigned Value % corresponding to the
range.
• Pass/Fail: If you assess the rubric to a score of 0, upon transfer, the grade item will be
set to Fail; otherwise, the learner is given a Pass.

Automatically transfer overall score to learner's grade
1. On the navbar, click Grades.
2. On the Manage Grades page, from the grade item context menu, click
Grades.

Enter

3. On the selected Grade Item page, click
Assessment for the learner you want to
evaluate.
4. On the rubric pop-up window, evaluate the learner and click Save and Record. If you
click Save, the overall score does not transfer to the learner's grade.

Best practices for entering grades
• When creating a grade item, ensure that the Max. Points field for the item is not
set to null or zero
The Max. Points field can be found in the Grading section of the Create a new grade
item page (or the edit page for existing grade items) under the Properties tab.
• When sorting grade categories and items, ensure they are sorted in the
appropriate order
The best way to ensure grade items are sorted correctly is to create the categories and
items in the order that they will be marked. Connect automatically sorts the categories
and grade items in the order that they are created.
If you want to see the order of your grade items, from the Course Homepage, go to
Grades. Select Manage Grades.
• When creating a grade item, make sure that you are not creating duplicate
entries or blank grade items in the grade book
Blank grade items often occur as a result of a grade item unintentionally being
published instead of being saved as a draft. Blank grade items often do not have a
name or are oddly named, and they usually do not have an association.
Duplicate grade items can occur for a variety of reasons. Duplicates are often similarly
titled and either have the wrong association or no association.

Managing event logs in grade book
About event logs
Event logs maintain a record of changes made in the Grades tool. The logs can be useful
when auditing a grade book, managing updates made by teaching assistants, and discussing
grades with learners.
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User Grade event logs record all of the changes made to a particular user's grades.
Grade Item event logs record changes to grades on a single grade item.
Final Grade event logs record changes to users’ final grades.
Manage Grades event logs record changes made to the properties or restrictions of a
specific grade item.
• Restoring Grade Item event logs record the date and time a grade item is created or
removed, and the user who performs the action.

•
•
•
•

Access the event log for a user
1. On the Enter Grades page, click the name of the user you want to access the event
log for.
2. From the context menu of the user’s name, select Event Log.

Access the event log for an individual grade item
1. On the Manage Grades page, from the context menu of the grade item you want to
access the event log for, select Enter Grades.
2. From the context menu of the grade item’s name, select Event Log.

Access the event log for a users’ final grades
1. On the Enter Grades page, from the context menu of the Final Calculated Grade or
Final Adjusted Grade item, select Grade All.
2. In the Event Log column for the desired user, select the
Event Log icon.

Access the event log for changes to a grade item's properties or
restrictions
1. On the Manage Grades page, from the context menu of the category or grade item
you want to view, select Event Log.

Access the event log for restoring grade items
1. On the Manage Grades page, from the More Actions button select Event Log.
2. If you want to restore Numeric, Selectbox, Pass/Fail, or Text grade items that were
removed, beside the item's name, click Restore.
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Evaluate an activity based on a predefined set of criteria
Rubrics are used to evaluate an activity or item based on a predefined set of criteria. They
help ensure that activities and items are evaluated fairly and consistently.

Rubrics basics
Where can you use a rubric?
You can attach a rubric to any of the following unit tools or activities:
•
•
•
•
•

Discussion topics
Assignment submission folders
Grade items
Quizzes
Surveys

Types of rubrics
There are two types of rubrics available for use:
• Holistic Rubrics - Single criterion rubrics (one-dimensional) used to assess
participants' overall achievement on an activity or item based on predefined
achievement levels. Holistic rubrics may use a percentages or text only scoring
method.
• Analytic Rubrics - Two-dimensional rubrics with levels of achievement as columns
and assessment criteria as rows. Allows you to assess participants' achievements
based on multiple criteria using a single rubric. You can assign different weights
(value) to different criteria and include an overall achievement by totaling the criteria.
With analytic rubrics, levels of achievement display in columns and your assessment
criteria display in rows. Analytic rubrics may use a points, custom points, or text only
scoring method. Points and custom points analytic rubrics may use both text and
points to assess performance; with custom points, each criterion may be worth a
different number of points. For both points and custom points an overall score is
provided based on the total number of points achieved. The overall score determines
whether the activity is achieved.

Managing rubrics
Create a rubric for a unit
To create a rubric for a unit
You can create holistic and analytic rubrics to use in your unit.
1.
2.
3.
4.

On the navbar, click Unit Admin.
Click Rubrics.
On the Rubrics page, click New Rubric.
In the General area, enter your rubric details.
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5. Click Save.
6. Do one of the following:
• If you created an analytic rubric, in the Levels and Criteria tab, edit your criteria
and levels.
• If you created a holistic rubric, in the Levels tab, edit your levels.

Copy a rubric
Copying a rubric creates a new rubric based on an existing rubric in the same org unit,
allowing you to easily reuse it in a unit. The new rubric has the same properties, levels and
criteria, and is shared with the same org units as the original rubric.
1. On the navbar, click Unit Admin.
2. Click Rubrics.
3. On the Rubrics page, from the context menu of the rubric you want to copy, click
Copy.
4. Click on the new rubric to edit it.

Edit a rubric
You can only edit a rubric in the org unit where it was created.
You can edit rubric properties, levels, criterion, and criteria groups.
1.
2.
3.
4.
5.

On the navbar, click Unit Admin.
Click Rubrics.
On the Rubrics page, click on the rubric you want to edit.
Make your changes.
Do one of the following:
• If you are in the Properties tab, click Save.
• If you are in the Levels and Criteria tab, click Close. Your edits save
automatically.

Delete a rubric
You can only delete a rubric in the org unit where it was created. You cannot delete a rubric
that is attached to a grade item.
1. On the navbar, click Unit Admin.
2. Click Rubrics.
3. On the Rubrics page, from the context menu of the rubric you want to delete, click
Delete.
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Creating quizzes
The Quizzes tool enables you to create and manage points-measured assessments. As part
of your quantifiable assessment procedures, you can use quizzes to help evaluate users'
learning progress and learning outcomes. Create and manage quiz questions from the
Question Library or the Quizzes tool, and organise quizzes into categories to make it easier
to find assessments with similar or related content. Use the quiz preview option to test the
accuracy of content and grading before you release a quiz. In a preview, you can answer the
questions, view allowed hints, submit the quiz, auto-grade answers, read feedback, and view
report results.
Once you receive completed quizzes from learners, you can view quiz statistics such as
grade distribution, grade average, question statistics, and user statistics on the Statistics
page.

Quizzes basics
Export the event log of all quiz attempts
You can export an event log of all quiz attempts made by all learners in your unit.
1.
2.
3.
4.
5.

Open the quiz that you want to export the event log for.
On the Grade Quiz page, click Export Event Logs.
Enter a name for the file.
Specify where you want to save the file.
Click Save.

Reset quiz attempts for learners
To reset quiz attempts for learners
1. On the navbar, click Quizzes.
2. On the Manage Quizzes page, from the context menu of the quiz with attempts you
want to reset, click
Grade.
3. Select the check box for each attempt you want to reset, then click the Reset icon.

Prevent cheating in quizzes
To help prevent cheating in quizzes, do the following:
• On the Edit Quiz page, in the Optional Advanced Properties area, select Disable
right click.
• On the Edit Quiz page, in the Optional Advanced Properties area, select Disable
Instant Messages and alerts.
• Incorporate random sections into your quizzes to distribute unique sets of questions to
users.

View the event log of a single quiz attempt
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You can view an event log of a single quiz attempt made by an individual learner.
1. In the Quizzes tool open a quiz.
2. From the quiz drop-down menu, select Grade.
3. On the Grade Quiz page, in the user list, click attempt 1.

Create a quiz
1.
2.
3.
4.
5.

6.
7.
8.

9.

10.

On the navbar, click Quizzes.
On the Manage Quizzes page, click New Quiz.
In the General area, fill in your quiz details.
In the Quiz Questions area, click Add/Edit Questions.
Do any of the following:
• To add questions from Question Library, another collection, or a text file, click
Import. Select an option from each of the drop-down lists and specify the
resulting settings, based on your chosen options. Click Save. Note: If you import
questions from Question Library, your quiz will contain a copy of the questions,
not the original questions. For more information on incorporating questions from
Question Library, see Quizzes and Question Library.
• To create a new question, from the New button, select the type of question you
want to add. Enter the question details and click Save.
Repeat the previous steps until you have added all your quiz questions.
Click Done Editing Questions.
In the Properties tab of quiz editing mode, in the Quiz Questions area, do any of the
following:
• Specify the number of Questions per page.
• Select the Prevent moving backwards through pages check box.
• Select the Shuffle order of questions at the quiz level check box. To
discourage cheating in quizzes, you can shuffle the order of all questions in
quizzes or specific groups of questions (sections) in quizzes. For example, you
could shuffle questions 1-10 in a quiz, or shuffle questions 3-10 (grouping those
questions into a section) and retain the order of questions 1-2 at the start of the
quiz. When a quiz contains shuffled questions, each learner receives a quiz with
a unique question order.
Note: Shuffling the order of questions at the quiz level also shuffles the order of
all sections in the quiz.
In the Optional Advanced Properties area, do any of the following:
• Select the Allow hints check box.
• Select the Disable right click check box.
• Select the Disable instant messages and alerts check box.
• In the Notification Email field, enter an email where notifications will be sent.
Click Save.

Once you've created a basic quiz, you can further customise it by adding restrictions, adding
assessments, customising the submission view, and adding reports.

Add restrictions to a quiz
1. On the navbar, click Quizzes.
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2. On the Manage Quizzes page, from the context menu of the quiz you want to add
restrictions to, click
Edit.
3. In the Restrictions tab, do any of the following:
• In the Dates and Restrictions area, update the Status drop-down list, Dates
section, and the Additional Release Conditions section for the quiz.
• In the Optional Advanced Restrictions area, update the Password field.
• In the Optional Advanced Restrictions area, update the IP Restriction field.
You can add multiple IP address ranges to ensure that users can only access a
quiz from IP addresses in the specified IP address ranges.
• In the Timing area, set your timing options for the quiz.
• In the Special Access area, select your Type of Access and click Add Users
to Special Access.
4. Click Save and Close.

Add assessments to a quiz
1. On the navbar, click Quizzes.
2. On the Manage Quizzes page, from the context menu of the quiz you want to add
assessments to, click
Edit.
3. In the Assessment tab, do any of the following:
• In the Assessment area, if you want to grade quiz attempts immediately, select
the Automatic Grade check box. You can add a new or existing numeric grade
item to the quiz, set quiz results to automatically export to the grade book, edit
how the quiz grade appears to learners, and add a rubric to the quiz
• In the Assessment tab, in the Attempts area, set how many attempts a learner
can make on a quiz, how multiple attempts are calculated, and the minimum and
maximum percentage score that a learner must achieve on a previous attempt to
qualify for another attempt.
4. Click Save and Close.

Set a different number of quiz attempts for an individual learner
1. Open the quiz that you want to grant an individual learner a different number of quiz
attempts.
2. Click Quiz Setup.
3. In the Assessment tab, in the Attempts area, set how many attempts a learner can
make on a quiz, how multiple attempts are calculated, and the minimum and maximum
percentage score that a learner must achieve on a previous attempt to qualify for
another attempt.
4. Click Save.
5. In the Restrictions tab, select the Allow selected users special access to a quiz
check box and then click Add Users to Special Access.
6. In the Users area, select the learner that you want to grant a different number of quiz
attempts.
7. Click Add Special Access.
8. In the Special Access area, alongside the name of the learner, click
Edit.
9. In the Attempts area, select the Override attempts allowed check box.

© 2017 by D2L Corporation. All rights reserved. Published: Aug 2017.
Customised by eLearning Services, TAFE Queensland. Last updated: May 2018.

10. In the Advanced Attempt Conditions area, update the Min and Max percentage
score that the learner must achieve on a previous attempt to qualify for another
attempt if required.
11. Click Add Special Access.
12. Click Save and Close.

Customise the submission view for a quiz
1. On the navbar, click Quizzes.
2. On the Manage Quizzes page, from the context menu of the quiz you want to
customise the submission view for, click
Edit.
3. In the Submission Views tab, do one of the following:
• To edit the default view, click the Default View link. Make your changes and
click Save.
• To create a new view, click Add Additional View. Customise your view and
click Save.
4. Click Save and Close.

Create a quiz report
To create a quiz report
1. On the navbar, click Quizzes.
2. On the Manage Quizzes page, from the context menu of the quiz you want to create a
report for, click Edit.
3. In the Reports Setup tab, click Add Report.
4. Enter a Report Name.
5. Select your Report Type. Using the check boxes provided, customise your report's
output.
6. Select when you want to release the report, and which roles you want to release it to.
7. Click Save.

About quiz reports
You can view and export quiz reports to a CSV or Microsoft Excel file for data analysis. The
file contains all applicable information from the quiz so that you can query, sort, and evaluate
the data without being connected to the learning management system. You must set up quiz
reports in the Reports Setup tab for the appropriate quiz before you can view or export
reports.
All statistics are calculated based on a user's first attempt of the quiz. If a question is
changed after attempts have occurred, then only the attempts on the newest version of the
question are included in the statistical calculations.
Average grade is calculated only for first attempts of the quiz.
For all reports, you can set a release date and select roles to release the report to.
Report
Type

Details
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Question The average score on questions by points and percentage.
Statistics
You can choose to include or exclude the class average, score distribution, bonus
questions, the Out Of value, standard deviation, point biserial, and discrimination
index.
Question All of the answers provided for each quiz attempt, how many users chose each
Details possible answer, the total number of responses, and the average score on each
question.
You can choose to include or exclude the level of difficulty, text responses, bonus
questions, private comments added to the report, standard deviation, point biserial,
and discrimination index.
User
The class average and standard deviation, score distribution, and the grade of each
Statistics user.
You can choose to include or exclude the class average, score distribution, and Org
Defined ID.
Attempt The Org Defined ID, username, first name, and last name of each user. Detailed
Details information about each question. The users’ responses for each question organised
by attempt, including how long each attempt took.
You can choose to include or exclude the Org Defined ID and attempt duration.
User
The Org Defined ID, username, first name, and last name of each user. The users’
Attempts score for each question in points and percentage organised by attempt, including
how long each attempt took.
You can choose to include or exclude the Org Defined ID and attempt duration.

Give each learner a random set of quiz questions
1. On the navbar, click Quizzes.
2. On the Manage Quizzes page, click on the quiz you want to add a random section of
questions to.
3. Click Add/Edit Questions.
4. From the New button, click Random Section.
5. In the General area, enter your random section details.
6. In the Display Options area, select how you want your section to appear.
7. Click Save.
8. On the quiz question page, click on the random section you created.
9. Click Import.
10. From the Source Selection drop-down list, select the section you want to import.
11. In the Source Collection area, select the questions you want to import. Click Save.
12. In the Questions per attempt field, enter how many questions you want each user to
see from the random section when taking the quiz.
13. In the Points each field, enter how many points you want each question to be worth.
All questions in a random section are assigned the same points value.
14. Click Save > Done Editing Questions.
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About random sections
You can create random sections in quizzes to distribute a unique set of questions to
individual users. Random sections pull questions from a designated pool of questions stored
in the question library.
Since you can only access random sections within quizzes, you must create a quiz before
you can create its random sections. You can import an infinite number of questions from
Question Library into each random section, but you cannot create new questions within
random section folders.
Managing random sections (renaming, reordering, deleting) is similar to managing quiz
questions except you cannot publish random sections.

Create bonus quiz questions
To create bonus quiz questions
1. On the navbar, click Quizzes.
2. On the Manage Quizzes page, click on the quiz you want to create bonus questions
for.
3. Click Edit Values.
4. Select the Bonus check box for every question you want to make bonus.
5. Click Save and Close.

Quizzes and Question Library
Considerations around quizzes with associations to Question Library
Situation

Considerations

Importing
When you import questions from Question Library into a quiz, you create a
questions from duplicate version of the questions. One version of the questions resides in the
Question Library quiz and the original version resides in Question Library.
into a quiz
Deleting
If you want to delete only an imported quiz question, make the changes directly
questions pulled inside the quiz. Questions will not automatically delete from the Question Library
from Question when deleted from a quiz.
Library in a quiz
Before deleting a question from the Question Library, ensure you delete it from
every quiz in which it resides. You will not see the Question in Use page when
deleting questions.
Copying a quiz
with Question
Library
associations to
another org unit

When you copy a quiz from one org unit or unit offering to another, the newly
copied quiz will contain the original set of quiz questions and formatting. Any
changes you make inside the quiz (for example, deleting a question) will only
affect the quiz, not the original questions stored in Question Library.
D2L recommends that when copying a quiz with associations to the Question
Library, you also copy the particular section of the Question Library that contain
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the quiz questions. Doing so ensures that all your questions remain in the same
unit and allows you to create new random sections in future quizzes with these
questions.

Delete a question pulled from Question Library in a quiz
1. On the navbar, click Quizzes.
2. From the context menu of the quiz containing the questions you want to delete, click
Edit.
3. In the Properties tab, click Add/Edit Questions.
4. Select the questions you want to delete.
5. Click
Delete > Delete.

Copy a quiz with Question Library associations to another org unit
1. In the unit offering that you want to copy the quiz to, on the navbar, click Unit Admin >
Import/Export/Copy Components.
2. Select Copy Components from another Org Unit.
3. Click Search for offering.
4. Locate and select the unit containing the quiz you want to copy.
5. Click Add Selected > Select Components.
6. Select Question Library and Quizzes, then do one of the following:
• To include all items, select Copy all items, then click Continue.
• To include only some items, select Select individual items to copy, then click
Continue. On the Select Items to Copy page, select the items you want to
copy. Click Continue.
7. Click Continue.
8. Click Finish.

Question Library
The Question Library is a central repository that stores and archives questions which you
can reuse within a unit. You can create multiple collections within the Question Library to
organise your questions by type and topic, making it easier for you to find questions for your
quizzes, surveys, and self assessments.
As a best practice for storage, organisation, and easy access, we recommend that you
create all your questions using the Question Library. You can also consolidate questions
created within the Quizzes, Surveys, and Self Assessments tools by importing them back
into the Question Library.

Importing questions into Question Library
About importing questions into Question Library
The Question Library is a good place to store, organise, and easily access all your questions
within a unit.
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Import questions into Question Library to consolidate questions created with the Quizzes,
Surveys, and Self Assessments tools. Consolidating questions within Question Library
enables you to efficiently transfer questions to new units using the Copy Course
Components feature. You can also import questions from a CSV file.
When you import questions into surveys or self assessments, the answers from the Question
Library, point value, and difficulty indicators are automatically removed.
You cannot import Likert questions to quizzes and self assessments because they are
unique to surveys.

Access Question Library
1. On the navbar, click Quizzes, Surveys, or Self Assessments.
2. From the tool navigation, click Question Library.

Import questions into Question Library from an existing collection
To import questions into Question Library from an existing collection
1. In Question Library, click Import.
2. From the Import Source drop-down list, select From an Existing Collection.
3. From the Source Collection drop-down list, select the source where existing
questions reside.
4. From the Source Section drop-down list, select Collection Root or a specific section
where existing questions reside.
5. Select the questions you want to import, then click Save.

Import questions into Question Library from a CSV file
You can create questions offline using a CSV formatted text file. If you want to download a
text file template to use when creating your questions, click the CSV Sample File link.
1.
2.
3.
4.

In Question Library, click Import.
From the Import Source drop-down list, select From a D2L Text Format File.
Click Browse and select the completed CSV question file you want to upload.
Click Open > Save.

Creating Question Library questions
Types of questions
An overview of question types
You can create the following question types in Question Library:
•
•
•
•
•

True or False (T/F)
Multiple Choice (M/C)
Multi-Select (M-S)
Written Response (WR)
Short Answer (SA)
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•
•
•
•
•
•
•

Multi-Short Answer (MSA)
Fill in the Blanks (FIB)
Matching (MAT)
Ordering (ORD)
Arithmetic (2+2)
Significant Figures (x10)
Likert (LIK)

You can create the following information items in Question Library:
• Text Information (TXT)
• Image Information (IMG)
Note: The new question creation experience is available to create Multiple Choice, True or
False, Written Response, and Short Answer questions. When educators use the new
question creation experience, they can preview equations inline when creating quiz
questions.

Create true or false questions
True or false (T/F) questions present a statement which respondents must determine is
correct or incorrect.
If you are using the new question creation experience:
1. In the Question Text field, enter your true or false question. A preview of the question
appears in the preview pane as you begin creating the question.
2. In the Answers area, select True or False as the correct answer.
3. Set the number of points for the true or false question.
4. From the Options drop-down list, optionally, specify the following:
• To add feedback for each answer, select Add Feedback.
• To add a hint to the question, select Add Hint.
• To add a short description to the question, select Add Short Description.
• To select how you want your options to be enumerated, select an option from
the Add Enumeration > Enumeration drop-down list.
5. Click Save.
If you are using the original question creation experience:
1. In the Question Library, from the New button, click True or False Question (T/F).
2. In the General area, enter your true or false question details.
3. In the Options area, do the following:
• From the Enumeration drop-down list, select how you want your options to be
enumerated.
• Select how you want your question to display.
• In the Weight (%) fields, enter the weight for each response.

Create multiple choice questions
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Multiple choice (M/C) questions present a statement or question with a list of possible
answers, in which learners must choose the best possible answer. Multiple choice questions
differ from multi-select questions in that learners select one answer for each multiple choice
question.
If you create a multiple choice question that has more than one possible solution, you can
weight the answer according to the correctness of each possible answer.
For example, if two answer choices out of five options are accepted as correct, both can be
weighted 100% and the other three options can be weighted at 0%. If all five answer choices
are accepted as correct but some are more correct than others, each can be weighted in
ascending order with the most correct answers weighted more than the least correct
answers.
1. In the Question Library, from the New button, click Multiple Choice Question (MC).
2. If you are directed to the welcome page, to use the new question creation experience,
click Leave it on.
Or,
To return to the original question creation experience, click Turn it off.
If you are using the new question creation experience:
1. In the Question Text* field, enter your multiple choice question. A preview of the
question appears in the preview pane as you begin creating the question.
2. In the Answers * area, enter the answers for the multiple choice question.
3. To add additional answers, click Add Answer.
4. If you want to allow each learner to submit random answers, select the Randomize
answers for each learner check box.
5. Set the number of points for the multiple choice question.
6. From the Options drop-down list, optionally, specify the following:
• To add feedback for each answer, select Add Feedback.
• To add a hint to the question, select Add Hint.
• To add a percentage weight for each answer, select Add Custom Weights. You
can set different weights for each answer if some solutions are more correct
than others.
• To add a short description to the question, select Add Short Description.
• To select how you want your options to be enumerated, select an option from
the Add Enumeration > Enumeration drop-down list.
7. Click Save.
If you are using the original question creation experience:
1. In the Question Library, from the New button, click Multiple Choice Question (MC).
2. In the General area, enter your multiple choice question details.
3. In the Options area, do the following:
• To set how your options must be enumerated, select an option from the
Enumeration drop-down list.
• Select how you want your question to display.
4. Enter a choice in each Value field and the weight you want to assign the answer (you
can set different weights if some solutions are more correct than others).
5. To include additional answers, click Add Option.
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6. To verify your question, click Preview.

Create multi-select questions
Multi-select (M-S) questions require respondents to identify one or more correct answers in a
list of possible answers. Unlike multiple choice (MC) questions, multi-select questions enable
you to choose a grading format and allow users to select more than one answer.
1. In the Question Library, from the New button, click Multi-Select Question (M-S).
2. In the General area, enter your multi-select question details.
3. In the Options area, do the following:
• From the Enumeration drop-down list, select how you want your options to be
enumerated.
• Select how you want your question to display.
• Select your grading method.
• Enter a choice in each Value field. Select the Correct check box for every right
answer.
4. To verify your question, click Preview.

Understanding grading options for multi-select questions
There are three possible grading options for multi-select questions:
• All or nothing - Users receive full points for the question if they select all of the correct
answers and none of the incorrect answers. Users receive zero points if they miss any
correct answers or select any incorrect answers.
• Right minus wrong - Users receive points equal to the number of right answers they
choose minus the number of incorrect answers they choose. To determine how much
each answer is worth, the system takes the total number of points assigned to the
question and divides it by the total number of answer choices. For example, if a
question is worth 10 points and has 5 answer choices, each correct answer is worth 2
points, and each incorrect answer is worth - 2 points (10/5 = 2). If a user gives 3
correct answers and 2 incorrect answers, 2 is the total number of points received for
the question [(3*2)+(2*-2)]. Users can receive a minimum of zero on a question; they
cannot receive a negative mark.
• Correct answers - Users receive points for each correct answer they select and for
each incorrect answer they leave blank. Incorrect answers selected and correct
answers left blank are ignored. For example, if a question with a total of six potential
answers has two correct answers, the total points available for the question is 4.

Create written response questions
Written response (WR) questions require respondents to write detailed answers in response
to open-ended questions. You can enable users to respond in multiple sentences, paragraph
answers, or mathematical explanations and calculations. Users can also respond in HTML
code.
Note: HTML code is sometimes stripped from saved written responses if a learner refreshes
the page while taking the quiz. As a best practice, encourage users to save a version of their
HTML response locally in case they need to refresh the page.
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Written response questions are not auto-graded.
1. In the Question Library, from the New button, click Written Response (WR).
2. Do one of the following:
• If you are directed to the Welcome to the new Question Creation Experience
page, to use the new question creation experience, click Leave it on.
• If you are directed to the Welcome to the new Question Creation Experience
page, to return to the original question creation experience, click Turn it off.
• If you are not directed to the welcome page for the new question creation
experience, proceed to create your WR question with the original experience.
If you are using the new question creation experience:
1. In the Question Text field, enter your written response question details.
2. If you want learners to be able to format their answer, select the Enable HTML Editor
for learner responses check box.
3. In the Default Points field, enter the points learners will receive for answering the
whole question correctly.
4. From the Options drop-down list, do one of the following:
• To add feedback for the answer, select Add Feedback.
• To add a hint to the question, select Add Hint.
• To add a short description to the question, select Add Short Description.
• To add an answer key to assist evaluators in their marking, select Add Answer
Key.
• To add a custom size to the response box, select Add Custom Response Box
Size.
5. To verify your question, click Preview.
6. Click Save.
If you are using the original question creation experience:
1. In the General area, enter your written response question details.
2. In the Options area, customise your written response question options.
3. To verify your question, click Preview.

Create short answer questions
Short answer (SA) questions require respondents to create one word or brief sentence
answers in response to open-ended questions.
1. In the Question Library, from the New button, click Short Answer Question (SA).
2. Do one of the following:
• If you are directed to the Welcome to the new Question Creation Experience
page, to use the new question creation experience, click Leave it on.
• If you are directed to the Welcome to the new Question Creation Experience
page, to return to the original question creation experience, click Turn it off.
• If you are not directed to the welcome page for the new question creation
experience, proceed to create your SA question with the original experience.
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If you are using the new question creation experience:
1. In the Question Text field, enter your short answer question details.
2. In the Answers for Blank 1 field, enter your answer(s).
3. From the abc drop-down list for blank 1, select the comparison method, that is Text,
Case-Sensitive Text, or Regular Expression. All answers for a blank are assessed
using the same comparison method.
4. If you want to add more blanks, click Add Blank and enter your answer(s).
5. For all additional blanks, select the comparison method.
6. In the Default Points field, enter the points learners will receive for answering the
question correctly.
7. From the How are points assigned to blanks? drop down list, select one of the
following options:
• Students will receive part marks - The default points for each blank are
calculated automatically and evenly distributed.
• Students must answer all blanks correctly - The default points will only be
awarded if the learner answers all blanks accurately.
8. From the Options drop-down list, do one of the following:
• To add overall feedback for the answer, select Add Feedback.
• To add a hint to the question, select Add Hint.
• To add a short description to the question, select Add Short Description.
9. To verify your question, click Preview.
10. Click Save.
If you are using the original question creation experience:
1.
2.
3.
4.
5.

In the General area, enter your short answer question details.
Enter your answer in the Answer field and select your Evaluation method.
In the Weight (%) field, set a weight for each possible solution.
To add additional answers, click
Add Answer.
To verify your question, click Preview.

Note: As a best practice, D2L recommends that the weight of each possible solution equals
100% if you require only one answer. If your question requires multiple answers, and each
answer has several possible solutions, we recommend that the combined weight of each
answer's most correct solution be equal to 100%.

Create multi-short answer questions
Multi-short answer (MSA) questions require respondents to answer a multi-solution question
and input their answers into individual input boxes. Respondent's answers are checked
against each possible answer stored in the answer fields. D2L recommends that the required
number of answers corresponds with the number of input boxes provided.
An MSA question's maximum point value is reflected by a 100% weight. As a best practice,
D2L recommends that each possible answer's weight calculation equals 100% divided by the
number of answers required by the question.
Multi-short answer questions differ from short answer (SA) questions in that the multi-short
answer question enables you to create multiple answer boxes which all relate to one answer
set; short answer questions also support multiple answer boxes, but each requires a distinct
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set of possible answers. The short answer question type is ideal if you need to create a
multi-part question that cannot share the same answer pool.
For example, the question "Name 3 state capitals" displays three input boxes to users. Each
answer users submit is checked against 51 possible correct answers stored in the answer
fields and each answer field has a weight of 33.3%.
1. In the Question Library, from the New button, click Multi-Short Answer Question
(MSA).
2. In the General area, enter your multi-short answer question details.
3. In the Options area, do the following:
• In the Input boxes field, enter the number of required answer fields you want
your question to have. You can assign the number of rows and columns for each
answer field.
• In the Answer fields, enter the correct answers for your question, the weight for
each answer (you can set different weights if some solutions are more correct
than others), and how you want the answers to be evaluated.
• To assign more possible answers for the question, click
Add Answer.
4. To verify your answer, click Preview.

Create fill in the blanks questions
Fill in the blanks (FIB) questions require respondents to fill in one or more missing words for
an incomplete sentence, statement, phrase, list, or key terminology.
As a best practice, D2L recommends that answers in blank fields be no more than one or
two words to ensure auto-grading accuracy. Your listed order of blank and text fields
corresponds with the sequence displayed to users.
An FIB question's maximum point value is reflected by a 100% weight. As a best practice,
the combined weight of your answers should equal 100%. If your FIB question has multiple
blank fields and each blank field has several possible answers, D2L recommends the
combined weight of each blank field's most correct answer equals 100%.
1. In the Question Library, from the New button, click Fill in the Blanks Question (FIB).
2. In the General area, enter your fill in the blanks question details.
3. In the Question Text area, do the following:
• Enter your text.
• In the Blank #1 area, enter your information, including the answer to the text,
the weight you want to assign the answer (you can set different weights if some
solutions are more correct than others), and how you want to evaluate the
answer.
• To assign more possible answers for the blank, click
Add Answer.
• To add more blanks to the question, click
Add Blank.
• To add more text to the question, click
Add Text.
4. To verify your question, click Preview.

Understanding grading options for short answer, multi-short answer, and fill in the
blanks questions
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There are three possible grading options for short answer, multi-short answer, and fill in the
blanks questions:
• Case Insensitive - Auto-grading searches for a matching character pattern in the
answer text with or without letter case correctness.
• Case Sensitive - Auto-grading searches for a matching character pattern in the
answer text that must have letter case correctness.
• Regular Expression - Auto-grading uses meta-characters to search for one or more
matching strings in the answer text's character pattern. What you set as metacharacter parameters helps determine letter case sensitivity.

Create matching questions
Matching (MAT) questions require respondents to choose from a set of possible match
choices from drop-down lists and correctly pair them with related items. This question type
enables you to assess users' recognition of information and demonstrate comprehension of
specific relationships.
1. In the Question Library, from the New button, click Matching Question (MAT).
2. In the General area, enter your matching question details.
3. In the Choices area, do the following:
• Select the grading method for the question.
• In each Value field, enter a choice.
• To add additional values for the question, click
Add Choice.
4. In the Matches area, do the following:
• In each Value field, enter a choice.
• To add additional matches for the question, click
Add Match.
• From the drop-down list for each matching value, select the corresponding
Correct Choice.
5. To verify your question, click Preview.

Create ordering questions
Ordering (ORD) questions require respondents to arrange a series of items into a correct
sequence or order.
1. In the Question Library, from the New button, click Ordering Question (ORD).
2. In the General area, enter your ordering question details.
3. In the Options area, do the following:
• Select your grading method.
• In each Value field, enter a choice. To add more values, click
Add Item.
• From the Correct Order drop-down list for each value, set the order of the
values. The first value in the correct order should be "1".
4. To verify your question, click Preview.

Understanding grading options for matching and ordering questions
There are three possible grading options for matching and ordering questions:
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• Equally weighted - The total point value is divided equally among all possible correct
matches. Users receive equally weighted points for each correct answer.
• All or nothing - Users receive full points for the question if they select all of the correct
answers and none of the incorrect answers. Users receive zero points if they miss any
correct answers or select any incorrect answers.
• Right minus wrong - Users receive points equal to the number of right answers they
choose minus the number of incorrect answers they choose. To determine how much
each answer is worth, the system takes the total number of points assigned to the
question and divides it by the total number of answer choices. For example, if a
question is worth 10 points and has 5 answer choices, each correct answer is worth 2
points, and each incorrect answer is worth - 2 points (10/5 = 2). If a user gives 3
correct answers and 2 incorrect answers, 2 is the total number of points received for
the question [(3*2)+(2*-2)]. Users can receive a minimum of zero on a question; they
cannot receive a negative mark.

Create arithmetic questions
To create arithmetic questions
Arithmetic questions enable you to assess users' knowledge and comprehension of
mathematics and number theory. You can ensure each respondent receives a unique
question by including variables enclosed with curly braces that randomly generate numbers
within the problem. For example, if you set variables x, y, and z with a Min 1 to Max 5
number range in 1-step increments, the question “You have {x} green marbles, {y} red
marbles, and {z} blue marbles. How many marbles do you have in total?” will randomly
generate a rational number (1, 2, 3, 4, 5) for {x}, {y}, and {z}.
As a best practice, D2L recommends that you create written response (WR) question types
for arithmetic problems that require users to demonstrate their calculations and show their
work.
1. In the Question Library, from the New button, click Arithmetic Question (2+2).
2. In the General area, enter your arithmetic question details. To verify your formula
before sharing it with learners, click Test.
3. In the Variables area, do the following:
• Create any variables you want to use with your question by giving the variable a
Name, a minimum value in Min, and a maximum value in Max.
• Set the number of decimals to provide in the Decimal Places drop-down list.
• To set the system's incrementing steps as it generates numbers from the range
set by the Min and Max fields, enter a number in the Step field.
4. To verify your question, click Preview.

Create significant figures questions
Significant figures questions require respondents to answer in scientific notation and provide
solutions that contain a specified number of significant figures. Math and science units
commonly use this question type. You can ensure each respondent receives a unique
question by including variables enclosed with curly braces that randomly generate scientific
notations within the problem.
1. In the Question Library, from the New button, click Significant Figures (x10).
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2. In the General area, enter your significant figures question details. To verify your
formula before sharing it with learners, click Test.
3. In the Variables area, do the following:
• Create any variables you want to use with your question by giving the variable a
Name, a minimum value in the Min field, and a maximum value in the Max field.
• To set the system's incrementing steps as it generates numbers from the range
set by the Min and Max fields, enter a number in the Step field.
4. To verify your question, click Preview.

Understanding arithmetic and significant figures question components
In arithmetic questions, use answer precision to limit the number of acceptable decimal
places allowed in a response. You can require that correct answers contain a specific
number of decimal places.
In significant figure questions, you can select a percentage of the answer's score to deduct
for including incorrect significant figures in a response.
Use tolerance levels to accept near-accurate, estimated, or rounded answers.

Types of supported enumerations in the Formula field
The Formula field supports the following operations, functions, and constants:
Enumerations

Description

+, -, *, /, \, ^

Basic arithmetic operators

%

Modulo (remainder) operator

{x}^{y}

x to the power of y

abs({n})

Absolute value of n

cos({n})

Cosine of n (in radians)

sin({n})

Sine of n (in radians)

sqr({n})

Square root of n

tan({n})

Tangent of n (in radians)

log({n})

Log base 10 of n

ln({n})

Log base e of n

atan({n})

Inverse tangent of n

sec({n})

Secant of n

cosec({n})

Cosecant of n
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cotan({n})

Cotangent of n

Factorial({n})

Factorial of n, or (n!)

exp

The power of natural log (e)

pi

pi 3.14159 (accurate up to 50 decimal
places)

e

e 2.71828 (accurate up to 50 decimal
places)

Understanding Connect rounding rules
When rounding, Connect automatically applies the Round to Half Even rounding rule when
assessing answers that contain decimal places that end with "5". Currently, there are no
options to change rounding rules. Applying the Round to Half Even rule, answers with
decimal places that end with "5" will round down instead of round up.
Example One: 3.41 * 25 = 85.25
If you create an arithmetic question and set the Answer Precision to 1, the correct answer
using Round to Half Even is 85.2.
Example Two: -3.41* 25 = -85.25
If you create an arithmetic question and set the Answer Precision to 1, the correct answer
using Round to Half Even is -85.2.
You can enter a unit type (mm, cm, grams, inches, etc.) to assess if answers include correct
units of measurement. For significant figures questions, you can select a percentage to
assign a weighted points value to the measurement unit. If you use units in your question,
you can set the following Evaluation options:
• Case Insensitive - Auto-grading searches for a matching character pattern in the
answer text with or without letter case correctness.
• Case Sensitive - Auto-grading searches for a matching character pattern in the
answer text that must have letter case correctness.
• Regular Expression - Auto-grading uses meta-characters to search for one or more
matching strings in the answer text's character pattern. What you set as metacharacter parameters helps determine letter case sensitivity.

Create Likert questions
Create Likert (LIK) questions to measure subjective information such as personal opinions,
knowledge, abilities, and attitudes. Likert questions enable you to create surveys that
evaluate the intensity of respondents' feelings towards statements presented to them.
There are seven measurement scales available to Likert questions: One to Five (1 to 5), One
to Eight (1 to 8), Agreement Scale (Disagree–Agree), Satisfaction Scale (Dissatisfied–
Satisfied), Frequency Scale (Never–Always), Importance Scale (Unimportant–Important),
and Opposition Scale (Oppose–Support).
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You can only access Likert questions through the Surveys tool and Question Library. Similar
to self assessments, all question types you import into surveys automatically omit point value
and difficulty level indicators.
1. In the Question Library, from the New button, click Likert Question (LIK).
2. In the General area, enter your Likert question details.
3. In the Questions area, do the following:
• Select the Scale you want the question to use.
• In each Value field, enter a statement. To include additional statements, click
Add Option.
4. To verify your question, click Preview.

Create text information
You can create text information if you want to provide supplementary information that relates
to several questions. It is useful to create text information if you have several questions that
need to reference the same passage and you want to avoid repeatedly writing the same text
for each question.
For example, you may have a case study that you want to use as the basis for several
questions. Instead of inserting the case study into each question, you can create a text
information item and have related questions appear directly underneath it.
1. In the Question Library, from the New button, click Text Information (TXT).
2. In the General area, enter your text information details.
3. To verify your question, click Preview.

Create image information
Create image information (IMG) if you want to provide supplementary information that relates
to more than one question. It is useful to have an image information item if you have several
questions that need to reference the same figure or diagram, and you want to avoid
repeatedly uploading the same image file for each question.
1.
2.
3.
4.

In the Question Library, from the New button, click Image Information (IMG).
In the General area, enter your image information question details.
To upload your image, click Insert an Image.
To verify your question, click Preview.

Understanding regular expressions
Regular expressions give users grading certain question types the ability to evaluate
responses against a set of acceptable values. A regular expression uses alpha-numeric and
meta-characters to create a pattern that describes one or more strings that must be
identically matched within a body of text.
You can use regular expressions in short answer, multi-short answer, arithmetic, significant
figures, and fill in the blanks questions.
For example, the fill in the blank question "What word describes red, blue, green, yellow,
pink, etc." can use regular expressions for the answer "colou?r*"
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Character
\

Description
Marks the next character as a special character, a
literal, a back-reference, or an octal escape.

Example
The sequence \\ matches \
and \( matches (
n matches the character n
\n matches a new-line
character

^

Matches the position at the beginning of the input
^cat matches strings that
string. If the RegExp object’s Multi-line property is set, begin with cat
^ also matches the position following '\n' or '\r'.

$

Matches the position at the end of the input string. If
the RegExp object’s Multi-line property is set, $ also
matches the position preceding '\n' or '\r'.

cat$ matches any string that
ends with cat

*

Matches the preceding character or sub-expression
zero or more times.

be* matches b or be or
beeeeeeeeee

* equals {0,}

zo* matches z and zoo

Matches the preceding character or sub-expression
one or more times.

be+ matches be or bee but
not b

+

+ equals {1,}.
?

Matches the preceding character or sub-expression
zero or one time.
? equals {0,1}

abc? matches ab or abc
colou?r matches color or
colour but not colouur
do(es)? matches the do in do
or does

When this character immediately follows any of the
In the string oooo, o+?
other quantifiers (*, +, ?, {n}, {n,}, {n,m}), the matching matches a single o, while o+
pattern is non-greedy. A non-greedy pattern matches matches all os
as little of the searched string as possible, whereas
the default greedy pattern matches as much of the
searched string as possible.
()

Parentheses create a sub-string or item that you can a(bee)?t matches at or abeet
apply meta-characters to.
but not abet

{n,}

n is a non-negative integer. Matches exactly n times. [0-9]{3,} matches any three
digits
o{2,} does not match the o in
Bob, but matches the two os
in food
b{4,} matches bbbb
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Character
{n}

Description

Example

n is a non-negative integer. Matches at least n times. [0-9]{3} matches any three or
more digits
o{2} does not match the o in
Bob and matches all the os in
foooood
o{1} is equivalent to o+
o{0} is equivalent to o*

{n,m}

m and n are non-negative integers, where n <= m.
Matches at least n and at most m times.

[0-9]{3,5} matches any three,
four, or five digits

Note: You cannot put a space between the comma
and the numbers.

o{1,3} matches the first three
os in fooooood
o{0,1} is equivalent to o?
c{2, 4} matches cc, ccc,
cccc

.

Matches any single character except "\n".
To match any character including the '\n', use a
pattern such as '[\s\S]'.

cat. matches catT and cat2
but not catty

ca(?i)se matches caSE but
not CASE

(?!)

Makes the remainder of the regular expression case
insensitive.

(pattern)

Matches pattern and captures the match. The
(jam){2} matches jamjam
captured match can be retrieved from the resulting
First group matches jam
Matches collection, using the SubMatches collection
in VBScript or the $0$9 properties in JScript.
To match parentheses characters ( ), use '\(' or '\)'.

(?:pattern) Matches pattern but does not capture the match, that industr(?: y|ies) is a more
is, it is a non-capturing match that is not stored for
economical expression than
possible later use.
industry|industries
This is useful for combining parts of a pattern with the
"or" character (|).
(?=pattern) Positive lookahead matches the search string at any Windows (?=95|98|NT|2000)
point where a string matching pattern begins. This is a matches Windows in
non-capturing match, that is, the match is not
Windows 2000 but not
captured for possible later use.
Windows in Windows 3.1
Lookaheads do not consume characters: after a
match occurs, the search for the next match begins
immediately following the last match, not after the
characters that comprised the lookahead.
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Character

Description

(?!pattern) Negative lookahead matches the search string at any
point where a string not matching pattern begins. This
is a non-capturing match, that is, the match is not
captured for possible later use.
Lookaheads do not consume characters, that is, after
a match occurs, the search for the next match begins
immediately following the last match, not after the
characters that comprised the lookahead.
x|y

Matches x or y.

Example
Windows (?!95|98|NT|2000)
matches Windows in
Windows 3.1 but does not
match Windows in Windows
2000

July (first|1st|1) matches
July 1st but does not match
July 2
z|food matches z or food
( z|f)ood matches zood or
food

[xyz]

[^xyz]

A character set. Matches any one of the enclosed
characters.

gr[ae]y matches gray or grey
[abc] matches the a in plain

A negative character set. Matches any character not 1[^02] matches 13 or 11 but
enclosed.
not 10 or 12
[^abc] matches the p in plain

[a-z]

A range of characters. Matches any character in the
specified range.

[1-9] matches any single digit
except 0
[a-z] matches any lowercase
alphabetic character in the
range a through z

Matches any character not in the specified range.

[^a-z] matches any character
not in the range a through z

\b

Matches a word boundary: the position between a
word and a space.

er\b matches the er in never
but not the er in verb

\B

Matches a non-word boundary.

er\B matches the er in verb
but not the er in never

\cx

Matches the control character indicated by x.

\cM matches a Control-M or
carriage return character

[^a-z]

A negative range of characters.

The value of x must be in the range of A-Z or a-z.
If not, c is assumed to be a literal 'c' character.
\d

Matches a digit character.
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Character

Description

Example

Equivalent to [0-9]
\D

Matches a non-digit character
Equivalent to [^0-9]

\f

Matches a form-feed character.
Equivalent to \x0c and \cL

\n

Matches a new-line character.
Equivalent to \x0a and \cJ

\r

Matches a carriage return character.
Equivalent to \x0d and \cM

\s

Matches any white space character including space, Can be combined in the same
tab, form-feed, etc.
way as [\d\s], which matches
a character that is a digit or
Equivalent to [\f\n\r\t\v]
whitespace

\S

Matches any non-white space character.
Equivalent to [^\f\n\r\t\v]

\t

Matches a tab character.
Equivalent to \x09 and \cI

\v

Matches a vertical tab character.
Equivalent to \x0b and \cK

\w

Matches any word character including underscore.
Equivalent to '[A-Za-z0-9_]'

\W

Matches any non-word character.
Equivalent to '[^A-Za-z0-9_]'
You should only use \D, \W and \S outside character
classes.

\Z

Matches the end of the string the regular expression
is applied to. Matches a position, but never matches
before line breaks.

.\Z matches k in jol\hok

\xn

Matches n, where n is a hexadecimal escape value.

\x41 matches A

Hexadecimal escape values must be exactly two
digits long.

\x041 is equivalent to \x04
and 1
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Character

Description

Example

Allows ASCII codes to be used in regular expressions.
\num

Matches num, where num is a positive integer.
A reference back to captured matches.

\n

(.)\1 matches two consecutive
identical characters

Identifies either an octal escape value or a backreference.

\11 and \011 both match a tab
character

If \n is preceded by at least n captured subexpressions, n is a back-reference.

\0011 is the equivalent of 1

Otherwise, n is an octal escape value if n is an octal
digit (0-7).
\nm

Identifies either an octal escape value or a backreference.
If \nm is preceded by at least nm captured subexpressions, nm is a back-reference.
If \nm is preceded by at least n captures, n is a backreference followed by literal m.
If neither of the preceding conditions exists, \nm
matches octal escape value nm when n and m are
octal digits (0-7).

\nml

Matches octal escape value nml when n is an octal
digit (0-3) and m and l are octal digits (0-7).

\un

Matches n, where n is a Unicode character expressed For example, \u00A9
as four hexadecimal digits.
matches the copyright symbol
(©)

Managing questions in Question Library
Create sections in Question Library
You can create sections to organise your questions into folders while inside Question
Library.
You can also import sections from Question Library directly into a quiz, survey, or self
assessment. Importing sections from Question Library will transfer section folders and all of
their associated properties (section name, messages, images, or feedback).
Although you can create subsections within sections, D2L recommends you keep question
organisation simple and intuitive.
1. In Question Library, from the New button, click Section.
2. In the General area, enter your section details.
3. In the Display Options area, select your display preferences:
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• Select the Shuffle order of questions in this section check box. To
discourage cheating in quizzes, you can shuffle the order of all questions in
quizzes or specific groups of questions (sections) in quizzes. For example, you
could shuffle questions 1-10 in a quiz, or shuffle questions 3-10 (grouping those
questions into a section) and retain the order of questions 1-2 at the start of the
quiz. When a quiz contains shuffled questions, each learner receives a quiz with
a unique question order.
Note: Shuffling the order of questions at the quiz level also shuffles the order of
all sections in the quiz. Shuffling the order of questions in a section also shuffles
the order of all sections at the same section level. However, the setting does not
propagate to child sections.
• Select the Show section name check box.
• Select the Insert a line break after section name check box.
• Select the Display message and image check box, and then choose to
Display section message and image once or Repeat section message and
image before each question.

Create sections outside Question Library
You can create sections to organise your questions into folders while creating a quiz, survey,
or self assessment. The folders you create will reside directly within the assessment tool you
create them in, not in the main Question Library.
1.
2.
3.
4.

On the Edit [Quiz/Survey/Self Assessment] page, click Add/Edit Questions.
From the New button, click Section.
In the General area, enter your section details.
In the Display Options area, select your display preferences:
• Select the Shuffle order of questions in this section check box. To
discourage cheating in quizzes, you can shuffle the order of all questions in
quizzes or specific groups of questions (sections) in quizzes. For example, you
could shuffle questions 1-10 in a quiz, or shuffle questions 3-10 (grouping those
questions into a section) and retain the order of questions 1-2 at the start of the
quiz. When a quiz contains shuffled questions, each learner receives a quiz with
a unique question order.
Note: Shuffling the order of questions at the quiz level also shuffles the order of
all sections in the quiz. Shuffling the order of questions in a section also shuffles
the order of all sections at the same section level. However, the setting does not
propagate to child sections.
• Select the Show section name check box.
• Select the Insert a line break after section name check box.
• Select the Display message and image check box, and then choose to
Display section message and image once or Repeat section message and
image before each question.

Edit a question or section in Question Library
1. In Question Library, from the context menu of the question or section you want to edit,
click
Edit.
2. Make your changes and click Save.
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Preview questions in Question Library
Use the preview page to view the appearance of an individual question, as well as the
comments and hints included with the question. If the question appears in more than one
place, the preview page lists the other places the question appears (for example, in the
Quizzes, Surveys, and Self Assessments tools).
1. Do one of the following:
• In Question Library, from the context menu of the question you want to preview,
click
Preview.
• On the Edit Question page for the question you want to preview, click Preview.
2. Click Done.

Reorder questions or sections in Question Library
1. In Question Library, click
Order.
2. On the Order page, select the check box for any question or section you want to
move.
3. Click the
Move Up or
Move Down icons.
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Assignments
Assignments (previously named Dropbox) is a tool within the Connect that allows users to
electronically submit assignment files. These files can be accessed at any time and location by the
unit educators.

Assignments basics
What is Assignments?
Learners use the Assignments tool to upload and submit assignment submissions to
assignment submission folders in Connect, eliminating the need to mail, fax, or email their
work to educators.
Educators use the Assignments tool to see users’ submission times, download assignment
submission folders to their computer, view submissions on the Evaluate Submission page,
associate assignment submission folders to rubrics, and return submissions with grades and
feedback.
In the Folder Submissions area, educators can view users' submissions and submission
dates, eliminating the need to collect assignments and making it easy to track when files
were submitted.
Educators can create categories to group and organise assignment submission folders. They
can also restrict access to assignment submission folders by date and time, group
membership, or special access permissions.

What file types are supported in Assignments?
The following file formats are compatible with the Assignments document viewer:
Extension
HTM, HTML, MHT, MHTML

File Type

Notes

Connect strips the <title> tag and text within the
Web
document tag from user created web documents

RTF, PPT, PPS, PDF, DOC, DOCX, Text
PPTX, XML, XLS, TXT, WPD
document
JPG, JPEG, PNG, GIF, BMP, TIF,
TIFF

Image

SWF, MPG, MPEG, RM, MP3, MP4, Media
M4V, M4A, AVI, WAV, RAM, ASF,
MOV, RA

The extensions MP4, M4V, and M4A allow users to
drag entire albums, video podcasts, and movies
from iTunes

Add categories to manage assignment submission folders
Organise your assignment submission folders into categories to make it easier for users to
navigate to the appropriate folder. For example, you can create separate categories for unit
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topics, summative projects, bonus assignments, and individual submissions. Your new
category will appear on the Assignment Submission Folders page only if there are
assignment submission folders associated with it.
1.
2.
3.
4.
5.

On the navbar, click Assignments.
On the Assignment Submission Folders page, click New Submission Folder.
In the Folder Properties area, click the New Category link.
Enter a name for your category.
Click Save.

Create an assignment submission folder
To create an assignment submission folder
On the navbar, click Assignments.
On the Assignment Submission Folders page, click New Submission Folder.
Enter a Name.
Select a Folder Type. Group submission folder enables you to have one
submission per group, but you must associate the folder with a Group Category. Any
group member can submit and view files for a group assignment submission folder.
5. Do any of the following:
• To associate the assignment submission folder with a category, select a
Category or click New Category.
• To associate the assignment submission folder with a grade item in your grade
book, select a Grade Item, or click New Grade Item. Note that only numeric
grade items can be associated with assignment submission folders.
• To assign a score, enter a value in the Out Of field. If there's also an associated
grade item, maintain consistency by matching the value of the Out Of field to the
grade item's Max. Points value.
• To change the display settings for the folder's grade item, click the Learner
View Preview context menu, then Edit Display Settings.
• To associate a rubric to the folder, click Add Rubric, or Create Rubric in New
Window.
• To provide instructions to users, in the Instructions rich text field, enter your
instructions.
• To add attachments, in the Attached Files area, click any of the buttons.
• To change submission options, expand Show Submission Options and select
the appropriate settings.
• To receive an email message when a new submission is uploaded to this folder,
enter your email address, or a comma-separated list of email addresses in the
Notification Email field.
6. Click Save.

1.
2.
3.
4.

Hide draft assignment submission folders and content
Educators can set the visibility state for draft content within assignment submission folders in
Content and Assignments. When content is in a draft state, it is not visible to learners in
Connect. When educators have set the visibility to draft, the hidden icon appears in the
educator view for the content.
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In Content, when an educator adds existing assignments as topics, the visibility state of the
topic is pulled from the visibility state of the assignment folder. The visibility status of a topic
reflects the visibility status of the folder containing the topic.
When an educator creates a new assignment submission folder, the new folder defaults to
the draft visibility state, in the same method as Quizzes and Surveys. When an educator
updates a visibility setting on a folder in Assignments, it is automatically updated in the
associated Content topic.
The export process now includes the visibility state for the assignment content. The visibility
state for export comes from the assignment submission folder.
The import and Copy Course Component process for assignment and content topics uses
the following logic for hiding content from learners:
• If the import file or source contains a visibility state on the assignment folder, use that
state.
• If the import file or source contains assignment submission folders with no state and
no associated content topics, the visibility state is set to show the imported content.
• If the import file or source contains both content topics and assignment submission
folders, use the visibility state on the folders. If no visibility state exists on the folder,
use the visibility state from the content.
• If multiple content topics with the same visibility state point to an assignment
submission folder without a visibility state, set the assignment submission folder to the
same state as the topics.
• If multiple content topics with different visibility states point to an assignment
submission folder without a visibility state, set the assignment submission folder to
draft, and change all the topics to draft.

Set release conditions for an assignment submission folder
Release conditions allow you to associate an assignment submission folder with other items
in Connect. For example, you can require that users meet some criteria, such as reading a
set of lecture notes in Content, before they can submit their work to an assignment
submission folder. You can also make submission to the assignment submission folder a
criterion for accessing another item, such as a quiz.
1. On the navbar, click Assignments.
2. On the Assignment Submission Folders page, from the context menu of the
assignment submission folder you want to set release conditions for, click
Edit
Submission Folder.
3. In the Restrictions tab, in the Release Conditions area, do one of the following:
• Click Attach Existing. From the drop-down list, select the check box for any
condition you want to attach. Click Attach.
• Click Create and Attach, then select a Condition Type. Complete any
additional Condition Details that appear and click Create.
4. To set how accessing the grade item or category is controlled, from the drop-down list,
select if All conditions must be met or Any condition must be met.
5. Click Save and Close.

Add special access to an assignment submission folder
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Special access permissions allow you to set different availability dates and times for specific
users. For example, you could extend the deadline for users who require remedial help or
who are submitting work beyond the original scope of the assignment. You can also add
special access after an assignment submission folder’s end date has passed for users who
have a legitimate excuse for missing the deadline or for users you want to submit additional
material, such as planning notes or a bibliography.
1. On the navbar, click Assignments.
2. On the Assignment Submission Folders page, from the context menu of the folder
you want to add special access to, click
Edit Submission Folder.
3. In the Restrictions tab, in the Special Access area, select one of the following
options:
• Allow users with special access to submit files outside the normal
availability dates for this folder
• Allow only users with special access to see this folder
4. Click Add Users to Special Access.
5. On the Special Access page, do the following:
• In the Properties area, set the Date Availability for when you want the users to
have special access to the folder.
• In the Users area, select the users you want to give special access to.
6. Click Save.
7. Click Save and Close.

Reorder, edit, and delete assignment submission categories and folders
If you delete a category that contains assignment submissions folders, the assignment
submissions folders will appear in the No Category section of the Folder list.
1. On the navbar, click Assignments.
2. On the Assignment Submission Folders page, do one of the following:
• To reorder categories and folders, from the More Actions button, click
Reorder. Use the Sort Order drop-down lists to change the order in which your
categories and folders display. Click Save.
• To edit a category, click its
Edit icon. Make your changes and click Save.
• To edit a folder, from its context menu, click
Edit Submission Folder. Make
your changes and click Save and Close.
• To delete a category, click its
Delete icon. Click Delete.
• To delete a folder, from its context menu, click
Delete Folder. Click Delete.

Restore deleted assignment submission folders
If your assignment submission folder has availability dates associated with it, when you
restore the folder, you also restore its dates in the Calendar tool.
1. On the navbar, click Assignments.
2. On the Assignment Submission Folders page, from the More Actions button, click
Event Log.
3. For every folder you want to restore, click the Restore button.
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Set availability and due dates for an assignment submission folder
1. On the navbar, click Assignments.
2. On the Assignment Submission Folders page, from the context menu of the folder
you want to set availability and due dates for, click
Edit Submission Folder.
3. In the Restrictions tab, select the Has Start Date, Has Due Date, and Has End Date
check boxes. Use the provided fields to set your dates.
4. Click Save and Close.

Assessing assignment submissions
About assessing assignment submissions
There are several ways you can assess assignment submissions:
• Download user submissions and leave feedback within the files, then upload them
back into the appropriate assignment submission folders so they appear as
attachments to each user's submission evaluation.
• Evaluate submissions and leave feedback directly on the Evaluate Submission page.
• Evaluate external submissions and leave feedback in an assignment submission
folder.
• If OriginalityCheck is enabled at your organisation, you can use the GradeMark
functionality to add comments, insert inline text, and highlight sections in file
submissions directly in Assignments.

View the File Submissions log
You must have the See and Manage Assignments and View Submitted Files permissions
to view the Submissions Log.
The File Submissions area of Assignments has a log that can be filtered to determine if and
when a learner submitted a file, and whether the learner or educator deleted the submission.
1. Do one of the following:
• In the context menu for a unit, click Submissions Log.
• On the Folder Submissions page for a unit, click Submissions Log.
2. Filter the log as applicable, by Submitted (shows all submissions), Deleted, Restored,
or Started.
3. Sort by date.

Restore a deleted submission
You must have the See and Manage Assignments and View Submitted Files permissions to
view the Submissions Log.
1. Do one of the following:
• In the context menu for a unit, click Submissions Log.
• On the Folder Submissions page for a unit, click Submissions Log.
2. In the entry for the deleted submission, click Restore.
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Add feedback and evaluations to assignment submissions
The Evaluate Submission page enables you to evaluate and leave feedback for user
submissions. It contains two main sections: The Submissions List panel and the Evaluation
panel. Use the Evaluation panel to grade and provide comments on submissions.
If you make evaluations directly on the Evaluate Submission page, you can publish feedback
immediately or save your feedback as a draft and release it at a later time. This enables you
to revise and review evaluations, and publish your feedback to multiple users at the same
time. You also have the option to retract published feedback if you want to provide an update
to past evaluations but only want learners to access your most recent feedback. You can
also annotate users' web and plain text file submissions with the HTML Editor and attach
those annotations as part of feedback.
If you use rubrics to assess submissions, you can append the overall rubric feedback to the
Submission Feedback field. If the rubric uses points, you can also scale and transfer the
overall rubric score to the Submission Score field. Both of these fields transfer to Grades if
the assignment submission folder is associated with a grade item.
If you download user submissions and leave feedback within the files, you can upload them
back to the appropriate assignment submission folder so they appear as attachments to
each user's submission evaluation. To ensure successful feedback upload and distribution
back to students, do not rename the downloaded files' names after you enter feedback and
save changes.
1. On the navbar, click Assignments.
2. On the Assignment Submission Folders page, from the context menu of the folder
you want to evaluate, click
View Submissions.
3. On the Submissions page, do one of the following:
• If you want to return feedback on multiple downloaded submissions at once,
click Add Feedback Files. Upload your compressed .zip file using the same
format that it was downloaded with, then click Add.
• If you want to evaluate an individual user, click the Evaluate link for their
submission. To add evaluations using an attached rubric, on the Evaluate
Submission page, in the Evaluation panel, click the
Assess All Rubrics
icon. Add a Score for the submission, and any additional Feedback, including
text, or audio files.

Assignments and Turnitin
Turnitin
Turnitin is a cloud-based solution with capabilities in originality checking and online grading
using their OriginalityCheck and GradeMark tools. Turnitin saves educators time and
facilitates personalized feedback for learners.
OriginalityCheck lets you monitor Assignment submissions and identify potential cases of
plagiarism by automatically comparing submissions to an online database of original content.
You can then view Originality Reports which highlight key areas, show a breakdown of
matching sources, and provide direct links to the matching content.
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You can also take advantage of the integrated GradeMark which lets you add comments,
inline text, and highlight sections in file submissions, directly from the Assignments tool.
OriginalityCheck and GradeMark features are enabled through integration with Turnitin from
iParadigms, LLC.
Note: The use of Turnitin combined with the special access features in the Assignments tool
is not supported. If you set a due date for a user with special access that is different than the
due date set on the Turnitin tab, the Turnitin due date does not change.

Enable Turnitin for an assignment submission folder
In order to enable Turnitin for an assignment submission folder:
1. On the navbar, click Assignments.
2. On the New Folder or Edit Folder page, in the Turnitin Integration area, select
Enable Turnitin for this folder.
3. To set more advanced options, click More Options in Turnitin. This opens the
Turnitin Assignment window.
4. Configure the desired settings in the OriginalityCheck area, and the GradeMark area
if GradeMark is activated for your org unit.
5. Click Save and Close.

About Turnitin-enabled assignment submission folders
Consider the following when creating or editing your Turnitin-enabled assignment submission
folder:
• When creating a new assignment submission folder, the name of the folder in Turnitin
truncates after 99 characters, even though the Name field accepts 128 characters.
• When you copy unit components from one unit to another, confirm that all settings are
configured for the Turnitin-enabled assignment submission folders in the new unit.
• If you want learners to see instructions on the Submit Files page, you must enter them
into the Instructions rich text field in the Properties tab. These instructions are
automatically transferred into Turnitin. Any instructions you enter in the Properties tab
overwrite instructions entered into Turnitin.
• If GradeMark is activated for your org unit, in the Turnitin tab, the GradeMark Available
to Learners date defaults to the current date and time, plus 7 days. In the Restrictions
tab, if you select Has End Date, the GradeMark Available to Learners date
automatically sets to the end date, plus 1 day. You can change either of these dates if
needed.
• If you want learners to see the Originality Score link to Turnitin:
• Your administrator must map their role to the Learner IMS role.
• In the Properties tab, ensure Allow learners to see Turnitin similarity scores
in their assignment submissions folder is selected. This option is selected by
default.
• In Turnitin, under Optional Settings, ensure Allow learners to view
Originality Reports? is set to Yes. This option is set to Yes by default.
• In the Properties tab, if you select Allow learners to see Turnitin similarity scores
in their assignment submissions folder, the equivalent option in Turnitin called
Allow learners to view Originality Reports? is automatically set to Yes.
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• In Turnitin, under Optional Settings, Allow late submissions? defaults to Yes. This
means you don't need to change end dates to allow learners to submit late
assignments.

About Turnitin-enabled group assignment submission folders
Consider the following when creating or editing your Turnitin-enabled group assignment
submission folder:
• D2L recommends that you hide the Originality Score since group members cannot
follow the link to view the Originality Report.
• In Turnitin, under Optional Settings, Allow late submissions? defaults to Yes. This
means you don't need to change end dates to allow learners to submit late
assignments.
• In Turnitin, under Optional Settings, the Student paper repository option is disabled
by default. This is so that Turnitin doesn't think submissions from members of the
same group are plagiarized.

Exempt individual users from Turnitin
To exempt individual users from Turnitin, your administrator must enable Turnitin for the
Assignments tool for your organisation or your unit. Turnitin exemptions apply to all
assignment submission folders within a unit.
1. On the Assignment Submission Folders page, from the More Actions context
menu, select Manage Preference for Turnitin®.
2. The Manage Preference for Turnitin® page displays where you can select individual
users to be exempt from Turnitin using the toggles. An X on the toggle means that the
learner's submissions are exempted from Turnitin. A checkmark on the toggle means
that the learner's submissions will be checked by Turnitin.

Viewing OriginalityCheck reports
You can view Originality Reports from the Folder Submissions page. When a report is
available, the status changes from In-Progress to a percentage rating, which indicates the
level of matching content.

A lower percentage rating indicates that the content is likely original and has not been
copied; a higher percentage rating indicates the content is likely not original and has been
copied from another source.
The percentage ranges are associated with colors:
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•
•
•
•
•

Blue >= 0 and < 20%
Green >= 20 and < 40%
Yellow >= 40 and < 60%
Orange >= 60 and < 80%
Red >= 80 and <= 100%

Click the colored section beside the percentage rating to view the associated Originality
Report. The Originality Report is comprised of two panes. The right pane lists all of the
matching sources, including the percentage of text that matches and a link to the online
content. The left pane displays the submission text using colored highlights to draw attention
to the matching content.

What file types are supported in OriginalityCheck?
The following file types are compatible with OriginalityCheck:
•
•
•
•
•
•
•

Microsoft Word (DOC, DOCX)
Corel WordPerfect (WPD)
Adobe PostScript (EPS)
Adobe Acrobat PDF
HTML (HTM, HTML)
Rich text (RTF)
Plain text (TXT)

Troubleshooting: I see an assignment submission showing an icon that
says, "An originality report could not be generated for this file".
If there are no other details in the icon's message text, such as the file is not a supported
type or does not include enough text, the generic error indicates an issue transferring the file
to the Turnitin server. For assistance with troubleshooting, contact eLearning Services.

© 2017 by D2L Corporation. All rights reserved. Published: Aug 2017.
Customised by eLearning Services, TAFE Queensland. Last updated: May 2018.

Grade assignments on-the-go
Brightspace Assignment Grader is a mobile app that makes marking faster and more
effective. It gives you on-the-go access to submitted assignments and tools for providing
detailed feedback in any format you want.

Brightspace Assignment Grader for Android
Brightspace Assignment Grader Basics
How Brightspace Assignment Grader works
Brightspace Assignment Grader is a mobile application that you can use to download and
evaluate assignment submissions from your Connect unit offering Assignment submission
folders (formerly Dropbox folders). You can view submissions and add grades and feedback
while connected to the Internet or offline. While connected to the Internet, the application
automatically synchronizes grades and feedback with your Connect Assignment submission
folders, but you have the option to release the information to learners at a later time. You can
apply feedback in a variety of formats including text, audio, or video. You can access rubrics
and make inline comments and annotations directly to submissions to provide contextualized
feedback to learners.

Supported devices and platform versions
The following are the minimum requirements to use Brightspace Assignment Grader:
• Brightspace platform 10.3 or higher
• Android 4.1 or later
Note: Brightspace Assignment Grader for Android is only optimized for Android tablets and is
not available on Android phones.

Log in using your Connect account
Log in to Brightspace Assignment Grader using the same credentials you use for your usual
Connect account. (Connect appears as D2L Online Courses in Brightspace Assignment
Grader).
Note: If you log in with your Connect account, annotation functionality is only available for
PDF files.
1. On the login screen, in the Enter your D2L Courses web address field, enter the
URL of Connect (connect.tafeqld.edu.au).
2. Tap Log into D2L Online Courses.
3. On the Brightspace welcome screen, enter your Connect account credentials.
4. Tap Log In. The assignment submission folder information within Connect
automatically synchronizes with and displays in Brightspace Assignment Grader.

Log in using your D2L EduDentity account
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EduDentity is an account management service used by applications such as Brightspace
Binder and Brightspace Assignment Grader to provide a secure and seamless login across
products. EduDentity requires an Internet connection during login in order to authenticate
users. If you don't have an existing EduDentity account, you can create one from the login
screen.
On the login screen, tap Sign in with EduDentity.
Enter your EduDentity account credentials.
Tap Sign in with EduDentity.
Choose an existing linked Brightspace Learning Environment instance (like Connect)
or add one. (To add a linked instance, tap Manage Linked Accounts and see Add a
link to a Brightspace Learning Environment instance for more information).
5. Tap Go to Assignment Grader. The assignment submission folder information within
Connect automatically synchronizes with and displays in Brightspace Assignment
Grader.
1.
2.
3.
4.

Add a link to Connect
You can add a link to Connect from the login screen or from the Settings page once you've
logged in with your EduDentity account.
To add a Connect link from the login screen:
Tap Sign in with EduDentity.
Enter your EduDentity account credentials.
Tap Sign in with EduDentity.
On the EduDentity Linked Accounts page, tap Manage Linked Accounts.
In the Link your account to your online courses dialog box, in the Enter Web
Address field, paste the web address of Connect without the https:// protocol (i.e
connect.tafeqld.edu.au).
6. Ensure that the Use https to connect with the strongest possible security
configurations check box is selected.
7. Tap Add.

1.
2.
3.
4.
5.

To add a link to Connect when you're logged in with your EduDentity account:
1.
2.
3.
4.
5.

On the Brightspace Assignment Grader course tiles page, tap the
In the EduDentity Account section, tap Manage Linked Accounts.
In the dialog window, enter the web address of Connect and tap Add.
Enter your Connect account credentials.
Tap Log In.

Settings icon.

Change your display settings
1. On the Brightspace Assignment Grader course tiles page, tap the
Settings icon.
2. In the Display section, do any of the following:
• To hide assignment submission folders that you have already fully graded,
select Hide Graded Dropboxes.
• To hide units whose end dates have passed, select Hide Courses Past Their
End Date.
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• To hide units without assignment submission folders, select Hide Courses with
no Assignments.

Using Brightspace Assignment Grader
About synchronizing your Connect account with Brightspace Assignment Grader
When you first log in to Brightspace Assignment Grader, assignment submission folder
information in your Connect units automatically synchronizes with the app. When you
evaluate a submission by applying feedback or assigning a grade using Brightspace
Assignment Grader, the grading status of the submission is set to In Draft. Grades and
feedback for submissions with an In Draft status are periodically and automatically
synchronized with Connect but are not released to learners. You must explicitly release the
evaluation information to learners by tapping Publish All in the submission list view or
Publish in the individual submission view. When the grades and feedback you have applied
are released to learners, the grading status of the submissions changes to Published.
To refresh the submission folder information in Brightspace Assignment Grader, you can pull
from top to bottom in any list view. Upon refresh, if there are any submissions with an In
Draft grading status, the information does not get released to learners in Connect; the app
just receives any updates from Connect and In Draft grades and feedback are maintained
within Brightspace Assignment Grader.
Note: Automatic synchronization of In Draft feedback with Connect and forced refresh to
receive updates from Connect can only take place when the mobile device is connected to
the Internet. If the device is not connected to the Internet, the changes are queued and
stored within the application until a connection is made, and at that time an automatic
synchronization or the receiving of updates can occur.

Sort assignment submission folders
To change how your submission folders display, in the submission folders list view within a
unit, tap the
Sort by icon and then do one of the following:
• To view submission folders by due date, select Due Date.
• To view submission folders by the number of ungraded assignments, select Not
graded.
• To view submission folders by name, select Name.

Sort submissions within an assignment submission folder
To change how learner submissions display within a given submission folder, tap the
by icon and then do one of the following:
•
•
•
•

To view submissions based on those that are not graded, select Not graded.
To view submissions by learner name, select Name.
To view submissions by date submitted, select Date.
To view submissions by grade, select Grade.

Annotate an assignment submission
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Sort

You can provide feedback directly in submitted assignments using annotation tools.
1. From the unit assignment submission folders page, tap the submission folder you want
to evaluate.
2. Inside the submission folder, tap a submission to open it.
3. For text files, if you long press a location where there is no text, do any of the
following:
• Tap Note. Enter your text. Tap Save.
• Tap Drawing. Draw with your finger. With the drawing selected, tap Style to
change the properties of the pencil.
• Tap Eraser to erase existing annotations.
4. For text files, if you long press a location where there is text, do any of the following:
• Tap Copy to copy the text to your clipboard.
• Tap Highlight. With the annotated text selected, select any of the corresponding
options to attach a note, change the style, copy to clipboard, change the type of
annotation or delete.
• Tap Strikeout. With the annotated text selected, select any of the corresponding
options to attach a note, change the style, copy to clipboard, change the type of
annotation or delete.
• Tap Underline. With the annotated text selected, select any of the
corresponding options to attach a note, change the style, copy to clipboard,
change the type of annotation or delete.
In image documents, the only annotation actions available are Note, Drawing, and Eraser.

Grade an assignment submission
Before grading assignment submissions, ensure you synchronize Brightspace Assignment
Grader with the assignment submission folders in your Connect unit(s) to get the most up-todate information. To do this, you can pull from top to bottom in any list view.
1. Tap a unit tile.
2. Inside the unit, tap a submission folder.
3. Inside the folder, all of the learner (or group) submissions display in a list. Each
submission displays the date and time it was submitted and the amount of time it was
late by, if applicable. To open a submission, tap it.
4. To open the Evaluate panel on the right of the screen, tap it. Then do any of the
following:
• To set a final score for the submission, in the Total section, enter a score.
• To use an associated rubric, in the Rubric section, tap the rubric. Select the
appropriate performance level for each criterion. Set the number of points each
criterion is worth, or set the Overall Score manually, by entering it in the
corresponding field in the Score column. Add feedback to a specific rubric
section by tapping +Feedback. If you want the score of the rubric to display in
the Total section for the submission and generate text feedback from the
feedback in the rubric, tap Save and Record. If you want to enter a total score
and text feedback manually, tap Save.
• To give written feedback, in the Overall Feedback section, enter your feedback.
Format your feedback using the options in the text box.
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• To give audio feedback, tap the
icon. In the dialog window, tap the red circle.
Speak your feedback. When you are done recording, tap the blue square. Tap
Attach Feedback to include as submission feedback.
• To give video feedback, tap the
icon. In the recording view, tap the red circle.
Present your feedback. To end the recording, tap the red circle again. Tap the
check mark to include it as submission feedback.
• To annotate the file with feedback in context, long press the location on the
submission where you want to annotate. See Annotate an assignment
submission for more information.
5. To publish the grades and feedback to Connect, do any of the following:
• To release just that submission's grade and feedback to the learner in Connect,
in the individual submission view, tap Publish and then OK in the confirmation
dialog box.
• To release all In Draft grades and feedback in a submission folder to learners in
Connect, navigate to the submission folders list view, tap Publish All, and then
OK in the confirmation dialog box.

Update or retract published grades and feedback
After you release grades and feedback to learners, you can change the information by doing
any of the following:
• In a submission view with a grading status of Published, tap Retract to remove the
grade and feedback from the learner's view in Connect. The status changes to In Draft
and the grade and feedback are maintained for the submission but are only visible to
you.
• In a submission view with a grading status of Published, modify the grade or feedback
and the status in the submission list view changes to Published! to indicate that there
are changes that have not yet been released to learners. Release the changes to the
learner by opening the submission and tapping Update.
• In a submission folder with multiple submissions with a status of Published!, tap
Publish All to release all of the updates in that folder to learners in Connect.

Download assignment submissions
You can download assignment submission folders and the submissions within them directly
to your Android device to work offline.
1. On the Brightspace Assignment Grader course tile page, select a unit.
2. On the unit assignment submission folders page, tap the
any submission folder. A

Download icon beside

displays beside any folder that is downloaded.

Troubleshooting Brightspace Assignment Grader
I cannot connect my account or sync my assignment submission folders

If you receive an error while attempting to connect your Connect account, then your account
may not have the proper permissions to access Brightspace Assignment Grader.
I cannot see all of my units or assignment submission folders
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If you cannot see some of your units or assignment submission folders, then they may be
hidden by the display settings. Ensure that you have selected the appropriate display
settings for the information you want to see. If you have confirmed your display settings but
still cannot see all of your units and assignment submission folders, contact your
organisation’s Connect administrator.

Brightspace Assignment Grader for iOS
Brightspace Assignment Grader Basics
How Brightspace Assignment Grader works
Brightspace Assignment Grader is a mobile application that you can use to download and
evaluate assignment submissions from your Connect unit offering assignment submission
folders. You can view submissions and add grades and feedback while connected to the
Internet or offline. While connected to the Internet, the application automatically synchronizes
grades and feedback with your Connect assignment submission folders, but you can choose
to release the information to learners at a later time. You can apply feedback in a variety of
formats including text, audio, or video. You can access rubrics, make inline comments and
make annotations directly to submissions to provide contextualized feedback to learners.

Supported devices and platform versions
The following are the minimum requirements to use Brightspace Assignment Grader:
• For Brightspace Assignment Grader 2.8 (latest version), iPad tablet running iOS 8.1 or
later

Log in using your Connect account
Log in to Brightspace Assignment Grader using the same credentials you use for your
Connect account. (Connect appears as D2L Online Courses in Brightspace Assignment
Grader).
1.
2.
3.
4.
5.
6.

On the login screen, tap Log into D2L Online Courses.
Enter the URL of Connect (i.e connect.tafeqld.edu.au).
Tap Connect.
Enter your Connect account credentials.
Tap Log In.
A message displays saying If you do not log in to EduDentity, you can only
annotate PDF files. To access Brightspace Assignment Grader, do one of the
following:
• If you only want to annotate PDF files, tap Start using Assignment Grader.
• If you want to annotate other types of files, tap either Connect to an existing
EduDentity account or Create a new EduDentity account and then log in
using EduDentity.

Log in using your D2L EduDentity account
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EduDentity is an account management service used by applications such as Brightspace
Binder and Brightspace Assignment Grader to provide a secure and seamless login across
products. EduDentity requires an Internet connection during login in order to authenticate
users. If you don't have an existing EduDentity account, you can create one from the login
screen.
1. On the login screen, tap Log in with EduDentity.
2. Enter your EduDentity account credentials.
3. Tap to an existing linked Brightspace Learning Environment instance (like Connect) or
add one. (To add a linked instance, tap Add Linked Account and see Add a link to a
Brightspace Learning Environment instance for more information).
4. Brightspace Assignment Grader opens.
Upon login, assignment submission folder information within the units associated with
Connect automatically synchronize with Brightspace Assignment Grader.

Add a link to Connect
On the login screen, tap Log in with EduDentity.
Enter your EduDentity account credentials.
Tap Sign In.
In the EduDentity Account dialog, tap Add Linked Account.
In the Log In dialog, in the Enter Your D2L Web Address field, paste the web
address of Connect (i.e connect.tafeqld.edu.au)
6. Tap Connect.
7. Enter your Connect credentials.
8. Tap Log In. Brightspace Assignment Grader opens.

1.
2.
3.
4.
5.

Change your display settings
1. On the All Folders page, tap the
Settings icon.
2. In the Display section, do any of the following:
• To hide folders that you have already graded, tap the Hide Graded Dropboxes
toggle.
• To hide units whose end dates have passed, tap the Hide Courses Past Their End
Date toggle.
• To hide units that are no longer active, tap the Hide Inactive Courses toggle.

Clear the device cache
1. On the All Folders page, tap the
Settings icon.
2. In the Cache section of the menu, tap Clear.
3. In the Clear Cache dialog, tap Clear.

Using Brightspace Assignment Grader
About synchronizing your Connect account with Brightspace Assignment Grader
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When you first log in to Brightspace Assignment Grader, the assignment submission folder
information in your Connect units automatically synchronizes with the app. When you
evaluate a submission by applying feedback or assigning a grade using Brightspace
Assignment Grader, the grading status of the submission is set to In Draft. Grades and
feedback for submissions with an In Draft status are periodically and automatically
synchronized with Connect but are not released to learners. You must explicitly release the
evaluation information to learners by tapping Publish All in the submission list view or
Publish in the individual submission view. When the grades and feedback you have applied
are released to learners, the grading status of the submissions changes to Published.
To refresh the assignment submissions folder information in Brightspace Assignment
Grader, you can pull from top to bottom in any list view. Upon refresh, if there are any
submissions with an In Draft grading status, the In Draft grades and feedback are first
synchronized with Connect and are maintained within the application. Then, updated
assignment submissions folder information from units in Connect is synchronized back to
Brightspace Assignment Grader.
Note Automatic synchronization of In Draft feedback with Connect only occurs when the
device is connected to the Internet. If the device is not connected to the Internet, the
changes are queued and stored within the application until a connection is made, and at that
time an automatic synchronization occurs.

Sort assignment submission folders
To change how your assignment submission folders display, on the All Folders page, do
any of the following:
• To view assignment submission folders by unit, tap the Course tab.
• To view assignment submission folders by end date, tap the End Date tab.
• To view assignment submission folders by the number of ungraded assignments, tap
the Ungraded tab.
• To view assignment submission folders that have been downloaded to your device for
offline grading, tap the Downloaded tab.

View assignment submission folder restrictions
If you have set a Start Date or End Date for assignment submission folders in Connect, you
can view the dates in Brightspace Assignment Grader.
1. From the All Folders page, tap the assignment submission folder you want to view.
2. Inside the assignment submission folder, tap the
icon.
3. Tap the Restrictions tab to view the Start Date and End Date.

Sort submissions within an assignment submission folder
To change how your assignment submission folders display, from any Assignments page,
do any of the following:
• To view submissions based on those that are not graded, tap Ungraded.
• To view submissions by learner name, tap Name.
• To view submissions by date submitted, tap Date.

© 2017 by D2L Corporation. All rights reserved. Published: Aug 2017.
Customised by eLearning Services, TAFE Queensland. Last updated: May 2018.

• To view submissions by grade, tap Grade.

Grade an assignment
Before grading assignments, ensure you synchronize Brightspace Assignment Grader with
the assignment submission folders in your Connect unit(s) to get the most up-to-date
information. To do this, you can pull from top to bottom in any list view.
1. Under a unit section, tap an assignment submission folder.
2. Inside the folder, all of the learner (or group) submissions display in a list. Each
submission displays the date and time it was submitted and the amount of time it was
late by, if applicable. To open a submission, tap it.
3. To view when the assignment was submitted and any notes that accompanied the
submission, tap the panel on the left of the screen.
4. To open the Scoring and Feedback drawer on the right of the screen, tap it. Then do
any of the following:
• To set a final score for the assignment, in the Score section, enter a score.
• To use an associated rubric, in the Rubrics section, tap the rubric. Select the
appropriate performance level for each criterion. If you want the rubric to
automatically assign a score in the Total section, tap Save and Record. If you
want to enter a total score manually, tap Save.
• To give written feedback, in the Feedback section, enter your feedback. Format
your feedback using the options in the text box.
• To give audio feedback, in the Record section, tap Audio. Tap the gray circle.
Speak your feedback. When you are done recording, tap the gray circle again.
Tap Attach Feedback to include as submission feedback.
• To give video feedback, in the Record section, tap Video. Tap the gray circle. In
recording mode, tap the red circle. Present your feedback. To end the recording,
tap the red square. Tap Use Video to include as submission feedback.
• To annotate the file with feedback in context, tap the applicable icon and
annotate the desired text or area. To confirm your annotation, tap Done.
5. To publish the grades and feedback to Connect, do any of the following:
• To release just that submission's grade and feedback to the learner in Connect,
in the individual submission view, tap Publish.
• To release all In Draft grades and feedback in an assignment submission folder
to learners in Connect, navigate to the assignment submission folder and then
tap Publish All.

Annotate an assignment
You can provide feedback directly in submitted assignments using annotation tools.
1. From the All Folders page, tap the assignment submission folder you want to
evaluate.
2. Inside the assignment submission folder, tap a submission to open it.
3. On the Scoring and Feedback drawer, do any of the following:
• Tap
Draw. Draw with your finger. Tap the color selector to change the color
of your pencil, color opacity, and line thickness. Tap Done.
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• Tap
Highlight. Drag your finger over the text you want to highlight. Tap the
color selector to change the highlighter color. Tap Done.
• Tap
Create Note. Tap the document to add a note. Enter your text. Tap
Done.
• Tap
Underline. Drag your finger over the text you want to underline. Tap the
color selector to change the underline color. Tap Done.
• Tap
Strikethrough. Drag your finger over the text you want to strikeout. Tap
the color selector to change the strikeout color. Tap Done.
In image documents, the only annotation actions available are Create Note and Draw.

Update or retract published grades and feedback
After you release grades and feedback to learners, you can change the information by doing
any of the following:
• In a submission view with a grading status of Published, tap Retract to remove the
grade and feedback from the learner's view in Connect. The status changes to In Draft
and the grade and feedback are maintained for the submission but are only visible to
you.
• In a submission view with a grading status of Published, modify the grade or feedback
and the status changes to Published! to indicate that there are changes that have not
yet been released to learners. Release the changes to the learner by tapping Update.
• In an assignment submission folder with multiple submissions with a status of
Published!, tap Publish All to release all of the updates in that folder to learners in
Connect.

Download assignments
You can download assignment submission folders and the submissions within them directly
to your iPad to work offline.
Do one of the following:
• On the All Folders page, tap the
submission folder.

Download icon beside any assignment

• Within a folder, on the navigation bar, tap the

Download icon.

Troubleshooting Brightspace Assignment Grader
I cannot connect my account or sync my assignment submission folders

If you receive an error while attempting to connect your Connect account, then your account
may not have the proper permissions to access Brightspace Assignment Grader.
I cannot see all of my units or assignment submission folders

If you cannot see some of your units or assignment submission folders, then they may be
hidden by the display settings. Ensure that you have selected the appropriate display
settings for the information you want to see. If you have confirmed your display settings but
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still cannot see all of your units and assignment submission folders, contact your
organisation’s Connect administrator.
I cannot see which learners have submitted an assignment

If you cannot see which learners have submitted an assignment, but can see how many
learners have submitted, verify that your iOS version is 8.1 or higher and that your
Brightspace Assignment Grader is version 2.3 or higher.
My files are not marked as read in Connect when I access them first via
Brightspace Assignment Grader

If your files are not marked as graded in both the app and in Connect after accessing them
first in Brightspace Assignment Grader, verify that your iOS version is 8.1 or higher and that
your Brightspace Assignment Grader is version 2.3 or higher.
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Credits
eLearning Services, TAFE Queensland
This document has been customised for TAFE Queensland by the eLearning Services team.
Contact us at elearningservices@tafe.qld.edu.au, or find our team page on SPOT.
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A global leader in EdTech, D2L is the creator of Brightspace, the world’s first integrated
learning platform.
The company partners with thought-leading organisations to improve learning through datadriven 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.brightspace.com | www.D2L.com
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