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Managing Dates in Brightspace

Announcements
Setting a Start and/or End Date
To set a start date for an announcement, follow these steps:
1. On the New Announcement page, enter your headline and content information.
2. In the Availability section of the page, enter a date and time in the Start Date fields.
3. If you’d like to remove an announcement based on an end date, select the Remove announcement based on end date box.
4. Enter a date and time in the End Date fields, if you wish to.
5. Select Publish.

For more information about Brightspace Announcements, please visit UVM’s Brightspace – Announcements page 

Assignment Dates
Assignment Availability Dates
To set assignment availability dates, follow these steps:
1. Open the assignment.
2. Expand the Availability Dates & Conditions section of the page by clicking the triangle.
3. Enter a start date and/or end date.
4. Select Save and Close.

Assignment Due Dates
To set assignment due dates, follow these steps:
1. Open the assignment.
2. Enter a date in the Due Date field (located just below the Assignment Title field).
3. Select Save and Close.

For more information about Brightspace Assignments, please visit UVM’s Brightspace – Assignments page 

Quizzes
Quiz Availability Dates
To set quiz availability dates, follow these steps:
1. Open the quiz edit page.
2. Expand the Availability Dates & Conditions section of the page by clicking the triangle.
3. Enter a start date and/or end date.
4. Select Save and Close.

Quiz Due Dates
To set quiz due dates, follow these steps:
1. Open the assignment.
2. Enter a date in the Due Date field (located just below the Quiz Title field).
3. Select Save and Close.

For more information about Brightspace Quizzes, please visit UVM’s Brightspace – Quizzes page 

Discussions
Discussion date-setting is a bit different from other tools, in that you must set the dates directly within modules, rather than in the Discussions area. Here’s how:
1. Locate the discussion topic on a module page.
2. Select the down arrow, and then select Edit Properties in Place.
3. Select the Add dates and restrictions text.
4. Enter a start date, due date, and/or end date as appropriate.
5. Select Update.

For more information about Brightspace Discussions, please visit UVM’s Brightspace – Discussions page 

Adding Events to the Calendar
The Brightspace calendar automatically picks up certain dates to show students (availability and due dates, primarily), but you can also manually add dates to the calendar if you’d like to. Generally, this might be used for things like live session times, office hours, or special events you want to draw students’ attention to. 
If you’d like to add an event to the calendar, here’s how:
1. From the green navigation bar, select Course Admin.
2. Select Calendar.
3. On the calendar, select the date of the event you want to add.
4. Select Create Event.
5. Enter a title and description.
6. In the When section, select All day or select a specific time.
7. Use the Add Recurrence button to note a recurring event like weekly office hours.
8. In the Location field, type the appropriate location (usually MS Teams).
9. Select Create.

For more information about the Brightspace Calendar, please visit UVM’s Brightspace – Calendar page 
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