
 

Semester Start Checklist 
​ Copy the standardized course shell into your numbered course shell. 

This document details the changes to the blueprint, Changes to the 25-26 Standardized Course shell
syllabus and college policies. 

 - for new shells starting from scratch Video​How to copy the Standardized course Blueprint
 

​ You can copy the previous course into your new shell (Brightspace course copy).  Review each section of 
the shell and edit, add, and delete extra items as necessary.   ​
 

​ Check dates under course offerings for course start and end dates.​
 [Tools>Course Admin>Course offering information] 
Make sure the course is marked as active.  ​
More information on start dates & making courses active [video ~2:30] 

 How to Make your course active
Do you want to open the course early? (you don’t have to) 
Do you want to extend the end date?​
 

​ Update Course Shell Banner Name and Image 
​HOW TO customize your banner

 
​ Update the Instructor Profile Card/Widget on the Course Home Page 

 ​ Video - editing the Teacher Widget. Resource: Profile Card - Best Practices​
 

​ Download and create the Course Syllabus (Download the Template under the syllabus card). ​
As of Fall 25, we are using version 6.3. 

​ Add your information and update policies for your course  
​ Create your course calendar (example 1, example 2) 
​ Resource: Academic Calendars  
​ Add and Update the Course Syllabus Link in Brightspace (Syllabus card) 
​ Upload your syllabus as a Word document to the Syllabus form. 

 
​ Update Announcements on the Announcement Page  (Brightspace announcement help)  
A template is provided, but make it your own in your voice. 
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https://docs.google.com/document/d/1-GsOGlDW-u88t9RxvINs6P0-DoRMiPkgSSdcb_kbQpM/edit?usp=drive_link
https://docs.google.com/document/d/1zDDJGBdLBD3k6oS0CCgqZ8XhVwZN7TDvXWWlpF_A0-A/edit?usp=sharing
https://docs.google.com/document/d/17mLdN-62waYFK_hw0cIDU3sdYKB8D3EVEWnc-whCvAA/edit?usp=sharing
https://docs.google.com/document/d/1Bss72l-Lq4J9b8vhz7T8iRGarueyoGfW70t24XnmSYw/edit?usp=sharing
https://gateway.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=46e1b98b-4ac9-4c1e-9773-b1b501232220
https://docs.google.com/document/d/1CTrHTEZn7smiNSe_XxvjSsH-TkxN6fDN1vIoA6gKZG8/edit?usp=sharing
https://gateway.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=843ed18b-8421-41d1-9c4a-b1d700c06cfb
https://youtu.be/qhr0g0hMvnQ
https://community.d2l.com/brightspace/kb/articles/1426-system-widget-profile-card-best-practices
https://docs.google.com/document/d/1iq5QH76ELlLcZra6ey9J7y6rowFxoWPYPIf-WOUhFsE/edit
https://drive.google.com/file/d/1F31iZ9N7yLpbuxNq7lXWslnFvEusZF-d/view
https://drive.google.com/drive/folders/1NLxga1AqNlJuHT_IfRcJijGHA5ZeKV8y?usp=drive_link
https://drive.google.com/file/d/1hFDJOx9hE7u9SJhQYyBWv3ZhagMLcErh/view?usp=drive_link
https://docs.google.com/forms/d/1sjsU4qP0cwuy_9shW7WqI1y72rs1fyJyXr-swU6TO6E/viewform?edit_requested=true
https://community.d2l.com/brightspace/kb/articles/3444-create-a-welcome-message-using-the-announcements-widget


 
​Optional: Add your Zoom link to your course. Pin it to the top of your announcements, add it to your 
instructor widget, and or add the link to your content areas. VIDEO 

​  link HOW TO: Find your Zoom
 

​ Subscribe to discussion boards/topics. 
If you have discussion boards for questions and or reporting technical issues, subscribe to the topics. ​
 

​ Set Start, End, and  Due dates 
Videos: 

Date Management 
Setting Dates for discussion boards 
Student view discussion board start and end dates 
The Power of Due Dates - students 

 How to set Start and end dates
 

​ Add “Start Here” content area  (How do students navigate the course? What is the first step in the course?)  
 

​ Edit/Add Modules to the Content Area.  Hide or delete any areas not used.  
​  HOW TO: Embedded links
 

​ Set up Gradebook 
​ Create and delete grade categories and items 
​ Grade icons and notifications 
​   HOW TO Weighted grading
​ Weighted grades (video) 
​ Take an item out of the calculation  weighted (video) 
​ Total Points  (video) 
​ Take an item out of the calculation total points  (video) 
​  Brightspace Gradebook Resources

 
​ Edit/Add course-specific resources in Student resources if desired.  ​
 

​ Check your course for accessibility using the Ally tool. [Tools>Ally] 
​  Ally Compliance Checkoff Sheet
​  Ally Brightspace Quickstart 2020.pdf
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https://docs.google.com/document/d/1x6VqKYojUxly5FZjLXYsP3I-32quoCpYKfvRHAv7KkU/edit?usp=sharing
https://docs.google.com/document/d/1aP5Ceh9kOtYsvQbXTsCR0PUt58BPrv254PFqW2nIyAs/edit?usp=sharing
https://docs.google.com/document/d/1UbksbVLSOM5Lyq_93PmIzYu83Fpd9bxqpyYcrD2uif4/edit?usp=drive_link
https://docs.google.com/document/d/1FD0wbIaIyNFWb6m-NyqK6qWifrgcpfcUzNPHBN1oE2w/edit?usp=sharing
https://docs.google.com/document/d/1Cwv7E68rvp-EGDZHAnVsf4T1rfF3Nr9xmXKhtqt7TmQ/edit?usp=sharing
https://docs.google.com/document/d/1ubShDPT0pKtpQGWvB5BnSkoHJnjKdqJvzJgbM4vYo2Y/edit?usp=sharing
https://drive.google.com/file/d/1QSw7raremCj71Afb0B0GE7yPxXCk2UA9/view?usp=sharing
https://community.d2l.com/brightspace/kb/articles/3444-create-a-welcome-message-using-the-announcements-widget#:~:text=the%20course%20homepage.-,Pin%20an%20announcement%20to%20the%20top,-You%20can%20pin
https://gateway.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=80da29a6-9f62-4c7c-9337-b124014d2fac
https://drive.google.com/file/d/1oMAG821WfnRS9Stf5GkX_PL0it7et_9h/view?usp=drive_link
https://gateway.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=b5610bc6-2540-426c-89b4-b13c00f5319d
https://gateway.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=ecae8cd6-707f-4e1f-9802-b13d00ff2991
https://gateway.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=ee43182a-74b9-4685-abc0-b13d010228ad
https://gateway.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=2f8e960e-1dde-42fd-9533-b13d01204456
https://community.d2l.com/brightspace/kb/articles/3300-content-experiences#:~:text=learner)%20completion%20tracking.-,Visual%20tour%20of%20the%20Classic%20Content%20Experience,-Figure%3A%C2%A0The%20Classic
https://community.d2l.com/brightspace/kb/articles/3364-add-and-organize-learning-materials-in-the-classic-content-experience
https://community.d2l.com/brightspace/kb/articles/3382-hide-content-topics-modules-and-downloads
https://community.d2l.com/brightspace/kb/articles/3539-set-up-your-grade-book
https://community.d2l.com/brightspace/kb/articles/6108-create-and-delete-grade-categories-and-items
https://community.d2l.com/brightspace/kb/articles/16169-gradebook-icons-and-notifications
https://gateway.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=dae45664-40f3-4091-a28b-b13c01439692
https://gateway.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=1e3873af-5e64-4f4d-82e1-b13c014f0b68
https://gateway.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=6fa37d99-88c3-4861-bc81-b13c0109410a
https://gateway.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=0849c1c4-5077-433b-bb1c-b13c0146cff3


 
Prep Week 1  

​ Select an icebreaker or opening activity (icebreaker ideas)  
​ Prepare slides/notes/learning activities (instructional strategies) 
​ Print materials if needed (Print on campus) 

 
Institutional/Other  

​ Set up IDEA course evaluations (IDEA course evaluation instructions)  
​ Get classroom keys  
​ Report office hours to associate  
​ Sign up for the status page updates to get updates on college systems. Click subscribe to updates. 

 
 

​  
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https://tophat.com/blog/classroom-icebreakers/
https://www.cmu.edu/teaching/designteach/design/instructionalstrategies/index.html
https://www.gtc.edu/sites/default/files/files/documents/1572976472/PaperCut%20Student%20Install%20Instructions.pdf
https://docs.google.com/document/d/1Nan0noEAapkR6kD7cu6lQdJEVQYnlm95YxLXWKL5pTI/edit
https://status.gtc.edu/
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