
 

 

Brightspace Student Usage Guide 
 

 

1. How to Log in to Brightspace 
a. Go to https://brightspace.cobleskill.edu/  
b. Brightspace uses single sign-on, which is the same process used to access your 

SUNY Cobleskill email. Enter your SUNY Cobleskill email address and password, 
then continue through the multifactor authentication process. 

 

 
 

 
2. How to Access Your Courses 

a. Once you are logged in to Brightspace, look for the My Courses widget 
b. The classes you are currently enrolled in will be listed in this widget. NOTE: if 

your class does not show there, you should contact your instructor to confirm 
they are using Brightspace during the course. 

 
 

https://brightspace.cobleskill.edu/


3. View Course Content 
a. Though Instructors may organize their Brightspace courses differently, you can always 

find assignment and course files in the central course content area for the course. 
b. In the Navigation bar click Content, this will show you the content for your course. On 

the right side you can choose to navigate between the different weeks/modules. 
NOTE: your instructor can choose to hide items or not make them visible until a certain 
date, so you may not have access to see all of your course content. 

c. In the Navigation bar you can also select Assignments, Discussions, or Quizzes to 
view the current items in your course that are available for you to access. 

 
 

4. How to Submit a File in a Brightspace Assignment 
a. Link to assignments can be found under the Content button on the Navigation bar or the 

Assignments button on the Navigation bar 
b. Click to open the assignment activity, a screen will display showing instructions that your 

instruction added pertaining to that assignment along with the start date, due date, and 
grading scheme. Below is an example of what an assignment might look like in your 
course. 

 
 
 

c. When you click on the assignment name, you will see the screen below. If the 
assignment is open for submissions. 

d. To add a file to the submission box you can do so two ways. First, you can drag and 
drop the file into the designated area, or you can click Upload and browse your 
computer for your file. 



 
 

 
5. How to Take a Quiz in Brightspace 

a. Link to quizzes can be found under the Content button on the Navigation bar or the 
Quizzes button on the Navigation bar. Below is an image of what the quiz activity will 
look like in your course. 

 
b. When you click on the quiz title, the page that follows will show you the 

characteristics for the quiz, such as the date and time of the quiz, the time limit, the 
maximum number of attempts, and how many points the quiz is worth. Click Start 
Quiz to begin your quiz attempt. 

 
6. How to Use Brightspace’s Message Feature 

a. Brightspace has an instant messaging tool that allows you to instant message with other 
learners on campus or with your instructor 

b. Above the Navigation bar, to the left of your name, select the instant message icon (the 
envelope). 

 
 
 
 



 
7. How to Use the Discussion Activity 

a. Click Content in the Navigation bar and locate the discussion topic, or click 
Discussions in the Navigation bar for view available discussion topics 

 
 

b. Depending on the forum type, you may be able to start a new topic, and/or reply to a 
topic or previous reply. 

c. Click Start a New Thread to create a new discussion post 

 
d. Click a topic title (not the poster’s name) to open and read what has been posted so far 

on the discussion, click “Reply” to post your response. 
 

8. How to Check Your Attendance Record 
a. In the Navigation bar click Class Progress to view your current attendance record for 

that course 
 

9. How to Check Your Grades 
a. In the Navigation bar click Grades 
b. You will be directed to a page with your grades for the current course you are in 



 
 

10. How to Add a Personal Photo to Your Account Settings 
a. In the top right corner click your name, from the drop-down list click Profile 

 
 

b. In the Edit My User Profile page, click the Change Picture button under your name. 
Click My Computer to select an image for your computer files. Click Save and Close 
when you are done uploading your image. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

11. How to Set Up Events on Your Brightspace Calendar 
a. The calendar widget is located on the left side of your Brightspace homepage. It may 

also be shown in your courses, depending on how the course was set up by your 
instructor. 

b. Locate the calendar widget and click the down arrow next to Calendar, then click Go To 
Calendar 

 
 

 
 
 
 
 
 
 

c. Click Add a task… to add an event to the selected date 
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