Build a Brightspace Course: Add
Availability & Due Dates in Content

Quick Summary

In Brightspace, you can add start, end, and due dates to both modules and individual items within them
(called “topics”). This article will explain how each of these options work and two different methods for
adding date restrictions to your course content.

e Part 1: Key Definitions
e Part 2: Using Bulk Edit to Adjust Dates
e Part 3: Adjusting Dates on Individual Modules/Topics

Video

If you prefer a video version, please select the hyperlink below. Please note, this video is from our
Brightspace pilot and shows an older version of the course site layout. However, the steps for editing dates
in Content are the same. For additional details and nuance, please read the article.

Add Availability and Due Dates in Content

Part 1: Key Definitions

There are three options for adding date restrictions to your content in Brightspace:

e Start Date: The date/time students can access the module or topic.

e End Date: The date/time that students will no longer be able to access the module or topic.

e Due Date: Lets students know when the module/topic should be complete and adds the date to the
course calendar.

Important Note on Availability

When using start and end dates to control content availability, students will still be able to see that the
module or topic exists; they will just not be able to open it. If you want to make something completely
hidden from students, you will need to use the “hidden” toggle to hide it.

Additionally, making a module unavailable or hidden from students does not necessarily have the same
effect on the content within the module. Students can still access quizzes, assignments, and discussions
via the links in the Teal Navigation Bar. To ensure that these topics have the same availability settings as
the module in which they reside, make sure to also set availability dates (or hide) for individual quizzes,
assignments, and discussions.

What if | don’t set an end date, or the end date is after the due date?
Students will still be able to access the content (and submit work, if it is a submission-based topic like an
assignment, discussion, or quiz) past the due date. When you go to grade the topic, you will see an
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https://mediasite.tri-c.edu/Mediasite/Play/18f4ee2f9b3745f8881f0afd7b6d90c21d

indication that the submission is late, and you can adjust the grade according to the late work policy in
your syllabus.

Part 2: Using Bulk Edit to Adjust Dates

If most of your course is already built, you may find it fastest to use Bulk Edit to adjust your start, end, and
due dates. You can bulk edit dates for modules from the Table of Contents, or bulk edit dates for individual

topics by entering the module first.

Step 1: Select “Content” on the Teal Navigation Bar.
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Step 2: Edit Module Dates.
e Select Table of Contents and then Bulk Edit.

| a|  Table of Contents .

'@ Qverview
Import Course {"; Bulk Edit Related Tools »
D Bookmarks
E Course Schedule .
it Start Here
Table of Contents 51
) Hello! You are currently V|eW|r
it Start Here 7 ne " E : : I n

e For each module, select “Add dates and restrictions.”

i Start Here >

Add dates and restrictions... ®

Hello! You are currently viewing the
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e Select “Add start date” (or “Add due date”/” Add end date”) to set a restriction.

Start Date Due Date End Date ®

Add start date... | JAdd due date...| | Add end date...

e Select the date field and then select a date from the calendar; select the time field and then select
a time (or type a specific time in the entry box).

Date field:
Start Date Due Date End Date ®
| [ 10/31/2024 l 10:00 AM X Add due date... Add end date...
< October 2024 >
Sun Mon Tue Wed Thu Fri Sat
29 30 1 2 3 4 5
6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26 .currently \,lIeW|.|1g the
sion of D2L's Brightspace for
27 28 29 30 1 2
z Staff. To get started, select
Today  Now low and follow the instructions.
Time field:
Start Date Due Date End Date
(4 10/31/2024 | 10:00 AM ] X  Adddue date... Add end date...
Release Conditior .
Create 12:30 AM

o Repeat these steps for the due/end date as needed.

e Repeat these steps for each module that needs date restrictions.
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e When finished, select “Done Editing” at the top of the screen.

Table of Contents . 8 Print £ Settings

i Start Here v

Step 3: Edit Individual Topic Dates.
e Select a module from the Table of Contents menu and select Bulk Edit.

Table of Contents 51 Sta rted
£ Start Here 7 Existing Activities % Bulk Edit
Module 1: Navigation 6

i Module 1 Introduction

in Brightspace
@ web Page

e For each topic that needs date restrictions, select “Add dates and restrictions.”

¥ Module 1 Introduction v ® v

@ web Page

Add dates and restrictions...

Add a description...

e Follow the process outlined above to select the appropriate start/end/due dates and times.
e Make sure to select “Done Editing” at the top of the screen to save your changes.
e Repeat this process for each module.
Visibility
e Remember, when you set availability dates, students will still be able to see that the content exists
outside of the availability window you select.

e The “eyeball” icon is used to completely hide content from students.
o Itis also available via the bulk edit tool.
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o [Ifyou hide content from students using the eyeball, you must manually choose to make it
visible, even if you have set availability dates.

e Remember to set availability dates on (or hide) individual gradable topics (quizzes, assignments,
and discussions). Even if the module in which they reside is unavailable/hidden, students can still
access these topics via the links in the teal navigation bar unless you take the extra step to adjust
their availability/visibility.

Part 3: Adjusting Dates on Individual Modules/Topics

You can also adjust start/end/due dates on individual topics or modules. This is helpful if you only need to
set dates on a few items, or if you need to change existing dates that you set up previously.

To adjust the dates on individual modules:
e Select the module from the table of contents and select “Add dates and restrictions...”

| a|  Start Here . il
@ S Add dates and restrictions... -
L, asfanaes Hello! You are currently viewing the "Content"

section of D2L's Brightspace for Student-Facing
Staff. To get started, select "Welcome" below and
S e - follow the instructions.

Upload / Create W Existing Activities w* x Bulk Edit
it | Start Here 7

E Course Schedule

. rora, H] I
5 Module 1: Navigation 6 ii Welcome! o 5
" in Brightspace @ web Page

e Follow the process outlined above to select dates and times using the entry fields.

To adjust the dates on individual topics:
e Select the module in which the topic resides; then, select the dropdown arrow next to the topic and
choose “Edit properties in place.” Or select “Hide from users” if you need to quickly and completely

hide a topic.
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Table of Contents 51 rollow the Instructiong

Upload / Create Existing Activities
ii| Start Here 7

. Module 1: Navigation 6 £ Welcome! -
" in Brightspace @ web Page]
. . View Topic
¥ Module 2: Course 10 i Course Navi
] o~ Web Pa
Communications @ Webtibae Edit Properties in Place
Module 3: 9 # Meet Your Ir Hide from Users
+ & b pace

e Select “Add dates and restrictions...” and follow the process outlined above to select dates and
times using the entry field (and/or use the eyeball to completely hide a topic).

I:

% Welcome! v ® v

[
@ ‘Web Page

|Add dates and restrictions... |

Add a description...

Gradable Topics (Quizzes/Assignments/Discussion)

e Another way to adjust date restrictions and visibility on gradable topics is to go to the corresponding
link in the teal navigation bar. From there, you can either adjust dates on an individual topic or use
bulk edit only for that category of topic.

Important Note on Discussions

e You can edit start and end dates on Discussions either from the link in the Teal Navigation Bar or
from where the discussion resides within the module.

e The only way to add a due date to a discussion is to find the Discussion where it resides in the
module, select the dropdown arrow, and add the date under “Edit Properties in Place.”
e |Learn more about discussion due dates.

Need Help?

e Get the help you need quickly by contacting the correct person/department based on your
question.

e For help completing any steps of this process, or if something is not working as expected, please
contact the Help Desk.

e If you need help redesigning question types or settings that did not transfer, please make an
appointment with a technologist on the Instructional Design Team
o Book a virtual appointment
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https://www.tri-c.edu/online-learning/technology-resources/brightspace/brightspace-faculty/documents/discussions-editing.pdf
mailto:OLAT@tri-c.edu
https://mcas-proxyweb.mcas.ms/certificate-checker?login=false&originalUrl=https%3A%2F%2Foutlook.office365.com.mcas.ms%2Fowa%2Fcalendar%2FInstructionalDesignLearningExcellence%40student.tri-c.edu%2Fbookings%2F%3FMcasTsid%3D20892&McasCSRF=ea785271faa3ebc72e96f81727738a98f823ff2f10c7e50efd7e542fc2cd39da

o Email for an in-person appointment
e For additional Brightspace questions, make sure to contact the correct person or department by
reviewing the Faculty Support Flowchart
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https://mcas-proxyweb.mcas.ms/certificate-checker?login=false&originalUrl=https%3A%2F%2Fwww.tri-c.edu.mcas.ms%2Ffaculty-central%2Fcle%2Fstaff-profiles.html%3FMcasTsid%3D20892&McasCSRF=ea785271faa3ebc72e96f81727738a98f823ff2f10c7e50efd7e542fc2cd39da
https://mcas-proxyweb.mcas.ms/certificate-checker?login=false&originalUrl=https%3A%2F%2Fwww.tri-c.edu.mcas.ms%2Fonline-learning%2Ftechnology-resources%2Fbrightspace%2Fbrightspace-faculty%2Fdocuments%2Fbrightspace-faculty-support-flowchart.pdf%3FMcasTsid%3D20892&McasCSRF=ea785271faa3ebc72e96f81727738a98f823ff2f10c7e50efd7e542fc2cd39da
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