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Creating Assignments 
 
The assignments tool within Brightspace allows instructors collect all submitted documents for review and 
grading. It is possible to create assignments for individuals and groups in Brightspace. 
 
Creating Individual Assignments in Brightspace 
 
Step 1 - Click Assessments > Assignments from the main menu. 
 

 
 

Step 2 - Click New Assignment. 
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Step 3 - Enter a Name for the assignment. 
Enter any Instructions to students or Attach / Record an Instruction file. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 4 - Select Individual assignment. 
 

 
 
 
 
 
 
 
Step 5 - Select the Submission type - File submission if you require students to submit a file such as a word 
document or pdf. 
Set the Submission options that best suit the assignment. 
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Step 6 - Set Score Out Of to 100 
Click New Grade Item to attach a Grade Item to the assignment: 

• Choose Numeric to Grade the assignment with a score 
• Choose Selectbox to grade the assignment with a letter 
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Step 7 - Enter a name for the Grade Item. 
 

 
 

 
 
 
 
 
 

• Set Maximum Points to 100. 
• Choose a Grade Scheme for the assignment. 
• Tick Hide from Users. 
• Click Save to confirm all Grade Item settings. 
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Step 8 - Click Save to confirm all assignment settings and continue the setup. 

 
 

 
 
 
 
 
 

 
Step 9 - Click the Restrictions tab to continue the assignment setup. 
 

• Untick Hide from Users to make the assignment visible to students. 
• Set a Due Date for the assignment. 
• Set the Availability Start and End dates for the assignment. 

 
Step 10 - Click Save and Close to finish the assignment setup. 
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Create Group Assignments in Brightspace 
 
Note: Groups must be setup in Brightspace beforehand in order to create a Group assignment. 
A guide to creating groups can be found at the link below: 
https://buselrn.ucd.ie/creating-groups/ 
 
Step 1 - Click Assessments > Assignments from the main menu. 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2 - Click New Assignment. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://buselrn.ucd.ie/creating-groups/
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Step 3 - Enter a Name for the Group assignment. 
Enter any Instructions to students or Attach / Record an Instruction file. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 4 - Select Group assignment and choose a Group Set to apply the assignment. 

 
 
 
 
 
 
 
 
 

Step 5 - Select the Submission type - File submission if you require the groups to submit a file such as a 
word document or pdf. 
Set the Submission options that best suit the Group assignment. 
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Step 6 - Set Score Out Of to 100 
Click New Grade Item to attach a Grade Item to the Group assignment: 

• Choose Numeric to Grade the Group assignment with a score 
• Choose Selectbox to grade the Group assignment with a letter 
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Step 7 - Enter a name for the Grade Item. 

 
 
 
 
 
 
 
 

• Set Maximum Points to 100. 
• Choose a Grade Scheme for the assignment. 
• Tick Hide from Users. 
• Click Save to confirm all Grade Item settings. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 8 - Click Save to confirm all Group assignment settings and continue the setup. 
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Step 9 - Click the Restrictions tab to continue the Group assignment setup. 
 

• Untick Hide from Users to make the Group assignment visible to student Groups. 
• Set a Due Date for the Group assignment. 
• Set the Availability Start and End dates for the Group assignment. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 10 - Click Save and Close to finish the Group assignment setup. 
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