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The Brightspace Glossary tool

Brightspace offers a Glossary tool which you can use to provide students with

definitions. These definitions could either be generated by your or by the

4 students. Collaborative glossary activities are a great way of engaging students
O _ in co-creating some learning materials and can help keep students engaged in
'l online and blended teaching.
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How and when to use the Glossary tool

e Use the glossary tool to provide students with definitions of key terms in the

module/unit/course you are teaching.

e Use the glossary tool as a supplement for online lectures. Ask individual students or student
groups to collect notes during the lecture so they can come up with a definition for a key term

used in the lecture later. Ask them to put their finished definition into the glossary.

e Use the glossary tool in conjunction with any other activities or self-directed learning students
are doing. Ask individual students or student groups to come up with a definition for a key term

used in the lecture later. Ask them to put their finished definitions into the glossary.
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Where tO find the Glossary tOOI Content ICommunication and Collaboration v|

Announcements
To access the glossary, locate the Communication and
Blog
Collaboration drop-down menu and select Glossary from the
Classlist
bottom of the list (Figure 1).
Discussions
This will open a pop-up window to the Glossary tool.
Slim Announceme ePortfolio Visua
There are no announce
Show All Announceme Groups

Virtual Classroom

Chat
Figure 1: Module/unit/course homepage with the Communication and Teaching Staff

Collaboration drop-down menu in the Navbar Oof 1

You will now be able to see the homepage of the Glossary tool. If you are entering this page for the
first time, there will be no entries yet. To add new terms, you can either create them from scratch by
clicking on the blue New Term button (1) or you can Import Terms in a CSV file (2). For more

information on both options, refer to How to create a new Glossary entry. Below the two buttons you

will see the alphabet. Creating new terms for any of the letters will turn them blue and clickable so you

can quickly navigate to specific definitions (3) (Figure 2).

Glossary

Import Terms

#ABCDEFGHIJKLMNOPQRSTUVWXYZ

You haven't created any glossary terms. Click Add Term to add a new glossary term.

Figure 2: Glossary tool homepage

How to create a new Glossary entry

As mentioned above, you can create new Glossary entries by G Iossary

writing them from scratch or by importing them. If you would

like to import a Glossary term, click on the grey Import Terms Import Terms
button (Figure 3). Figure 3: New Term and Import Terms

buttons on the Glossary tool homepage
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Import Terms You will now be able to upload a CSV file with

terms. Click on the Download sample CSV file link if

Import Terms
The import format for glossary is CSV (comma separated .
values). Each field should be separated by a comma, and you are unsure hOW to create a CSV flle- (1) Once
each row by a line break.

you have created your file, upload it to the Glossary
The first cell in the first row must be called
‘Term' and the second cell in the first row must be called 'Definition’. tool (2), and click the blue |mp0rt Terms button (3)

All subsequent rows will contain the actual terms and (Figu re 4)
definitions you wish to impo,

Sample Import File

, You will now see that your terms were added to the
Download sample CSV file

File: Glossary.

Choose File | No file chosen

Figure 4: Import Terms window

If you would like to create your own Glossary terms from G IOSSa ry

scratch, click on the blue New Term button (Figure 5).

. New T ] t Te
Figure 5: New Term and Import Terms buttons on the Glossary tool homepage ulptein Heus

This will open the New Term editor for you. Enter the term (1) and the definition of the term (2)
(Figure 6).
Note: The first letter of the term will determine the letter under which the term will be listed in the

Glossary, i.e. Virtual Learning Environment will be listed under the letter V.

New Term

Term *

[ Virtual Learning Environment

Definition

L1
i}
iiii
4

O & &£ o« Paragrapl ~ B I U «~ Font Fam ~ Font Siz ~

A Virtual Learning Environment (VLE)|is an online platform that can be used to provide students with readings,
lecture notes and/or recordings, PowerPoint presentations and other types of content. It can also be used to set
up activities and assessments for students. Activities and assessments include discussion boards, quizzes with
different types of questions (Multiple Choice, True/False, Short Answer, Written Answer, etc.) and assignments
where students can submit documents, etc.

¥ 9 o R R® 4

Figure 6: New Term editor
Next, you will be able to determine if you would like to associate this Glossary term with any of your

content topics.
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Link to To do so, click on the drop-down menu

Content Topic under Content Topic. You will now see a list

Reading week 1 v of all your existing content topics. Select the

topic you would like to be associated with

this Glossary term. (1) When you are done,

Save and New Cancel
click the blue Save button to exit (2) or the
Figure 7: Option to link Glossary term to a content topic grey Save and New button to create further
Glossary terms (3) (Figure 7).
You will now be able to see your Glossary

newly created Glossary term on the Imgort Terms

. #ABCDEFGHIJKLMNOPQRSTUVWXYZ
Glossary tool homepage (Figure 8).

W Delete
O v Top +
D Virtual Learning Environment

AVirtual Learning Environment (VLE) is an online platform that can be used to provide students with readings, lecture
notes and/or recordings, PowerPoint presentations and other types of content. It can also be used to set up activities
and assessments for students. Activities and assessments include discussion boards, quizzes with different types of
questions (Multiple Choice, True/False, Short Answer, Written Answer, etc.) and assignments where students can submit
documents, etc.

Figure 8: Newly created Glossary %o Reading week 1
term on the Glossary homepage

Note:
Students will be able to create new Glossary terms in the same way as outlined

above.

Editing and deleting Glossary terms

To edit Glossary terms, locate the term and click on the

. . ) s

drop-down menu next to it. Select Edit Term (1). You O

will now be able to make changes to the term or add ()] Synchronous 'eam‘"g

further information to it. To delete a term, select Synchronous activities  Edit Term ect
session in a virtual clas ‘oom

Delete from the drop-down menu (2) (Figure 9). ! i —

Figure 9: Glossary term with the option to edit or delete
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Note:
Students will be able to edit terms just like lecturers, but they will not be able

to delete terms. (Figure 10)

s Top 4
Synchronous ]earning

Synchronous activities]  Edit Term turers and students that happen in real time. An example would be a session in a virtual
classroom via a virtual iing tool.

ks Reading week 1

Figure 10: Glossary term with option to edit

Providing students with a link to the Glossary tool

Just like lecturers, students can access the Glossary tool via the Communication and Collaboration
drop-down menu in the Navbar. However, you might want to sign-post the glossary within the content
area to make it easier for students to access as part of their learning materials, or to give them specific

tasks.

@ Glessary - Carolin Radtke sandbox - University of the Highlands and Islands - Brave To llnk the G Iossa ry into the content area,

-I @ brightspace.uhi.ac.uk/d21/ims/glossary/glossary.d21? nb=&0u=7337 | copy the URL of your glossar‘y (Figure 11)

Glossary

Import ferms

Figure 11: Glossary pop-up window with URL

Next, navigate to the content folder where you Topic 1 . Grint hsetings
would like to link the Glossary. Locate the blue
Add dates and restrictions... ®
Upload/Create button and select Create a Link Add a description..
from the drop-down menu (Figure 12). Existing Activities # BukEd
Upload Files I
va
Video or Audio

&

Create a File

Flgtfre 12: Content folder with the Upload/Create button and the
option to create a link oweek 1 “
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This will open a pop-up window. Enter the title of the link (1) and

:::V,Link paste the URL (2). Choose Open as External Resource (3) if you
" Glossary would like the link to open in a new tab. Click on the blue Create
— button at the bottom of the pop-up window to add the link to

‘ https:/brightspace.uhi.ac.uk/d the content folder (4) (Figure 13).

Open as External Resource

User progress is not tracked for external
resources

4 »
Create 4 cel
%

Tip:

Figure 13: Create New Link pop-up window

We would recommend customising the link to the Glossary with further details

to let students know what they are looking for. Further details and

(G
<@

explanations will follow below.

To edit the details of your Glossary link and add some Topic 1 & prn
instructions, locate the Glossary link. Open the drop-down
Add dates and restrictions...

menu next to the link and select Edit Properties In-place

Add a descrirti~=

View Topic

Upload / es Vv # Bulk Edit
Edit Properties In-place

# Readingw  Hide from Users
B PDF doct

(Figure 14).

Edit Link
# Video we¢
@ WebPag  Move Up

# Formative MoveTo
Quiz
Edit Metadata
# Audio refl
B, Assignme Delete Topic

Figure 14: Glossary link with the drop-down menu and | Glossary
the option to Edit Properties In-place o Link

£ Glossary ® % You will now be able to add a
&£ Link

Add dates and restrictions...

[ L]

description to the Glossary link. To

[Add = description-.] start, simply click on Add a description

Open as External Resource (Figure 15)

Figure 15: Edit Properties In-place with option to Add a description
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This will open a text box. Enter your
description in the text box and click the blue
Update button at the bottom when you are

done (Figure 16).

Figure 16: Text box for adding a description

# Glossary ~
& Link

Add dates and restrictions...

# Glossary ® Y%

[ 1}

& Link

Add dates and restrictions...

O & &£ |« Paragrapl v B I U|-~

For this weeks learning, you will find definitions for Virtual Learning
Environment, Synchronous learning and in the
glossary. v

i A\/ ?7 “ & :c é

\'7‘{ Open as External Resource

User progress is not tracked for external resources

“ B You will now see that the description

has been added to the link (Figure 17).

For this weeks learning, you will find definitions for Virtual Learning

Environment, Synchronous learning and Asynchronous learning in the glossary.

[v] Open as External Resource Figure 17: Newly added description for the Glossary

User progress is not tracked for external resources link

Inviting students to co-create Glossary definitions

you have created.

of their learning materials.

You can of course use the Glossary tool for providing students with definitions

However, you can also use the Glossary tool together with the students. You
could for instance ask individual students or groups of students to provide
definitions for particular terms. This can be used in conjunction with the learning
materials of any given week as well as a supplement to an (online) lecture to

keep students engaged and give them more responsibility for the (co-) creation

If you decide to have students work together in groups to work on Glossary definitions, you might

want to consider setting up a group discussion topic for them where they can discuss and finalise their

definition before they put it into the Glossary.

Below you will find information on how to set up a group discussion as well as how to sign-post the

discussion groups together with the Glossary task.
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How to create a group discussion for students to discuss and finalise their
Glossary definition

To start setting up a group discussion, locate the
gupag P ! Contentl Communication and Collaboration v| Co

Communication and Collaboration drop-down menu and

i Announcements .
select Groups (Figure 18). ‘ icl .
Blog
Overview
Classlist tes and rest
[l Bookmarks o
Discussions lescription..
£ Course Schedul )
ePortfolio hd / Create v

Figure 18: Communication and Collaboration drop-down menu with the linkto . .
the Groups tool ling week 1

Once you are in the Groups tool, click on the blue New
Manage Groups

Category button to set up your groups (Figure 19).
Note: To set up Brightspace groups, you will first set up a
category. While doing so, you will be able to determine how
Figure 19: Groups tool homepage with the blue  many groups you want to create for this category.
New Category option
Once you have clicked on the blue New Category button, New Category
you will be able to set up your category and groups. Start

Category Information
by giving your Category a name (1) and a description (2). Category Name *

‘ Glossary discussion

Next, select the Enrolment Type (3) and Number of

Description

Groups (4). For this example, we have selected ‘# of O & £ - Py | B I U ~ | = =

GrOUpS - NO AUtO EnrOImentS’ as the EnrOIment Type For discussions about glossary definitions)

Enrolment Type

Brightspace guidance on Enrolment Types. If you would \ # of Groups - No Auto Enrolments

and 3 groups for Number of Groups.

For more information on Enrolment Types, check out the

like your students to choose who they want to work with,  numserof Groups -
‘ 3

you could choose any of the self-enrolment option.

Restrict Enrol

(Figure 20) ‘ No restrictions - |

Figure 20: New Category set-up
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Group Prefix Scroll down to Additional Options and select Set up

‘\ ‘ discussion areas to create the group discussion

Advanced Properties topics (Figure 21).

w Hide Advanced Properties

Groups Options

|:_:| Make category and group descriptions visible to group members

Additional Options

w Collapse additional options

Create Workspace
IC] Set up discussion areas @

[ setuplockers @

(] setupassignments @

Figure 21: Additional Options with Set up discussion areas checkbox

Additional Options

w Collapse additional options

You will now be able to choose an

Create Workspace

existing Discussion forum as well as o o s @

Forum *

create a new topic or attach an

" Sample discussion forum ~ | [New Forum] @
existing topic to that forum. You can (@ Creste new topic
Create a new topic to restrict with this group category.
also opt to create a new Discussion () Autach to existing topic
Creale a group-restricted thread in an existing topic. This option is only available for empty topics without previous group
forum which we will do for this restrctions or posts.

. . Figure 22: Option to use existing Discussion forum or to create new Discussion
guidance. To start creating your new  ¢o5rum

Discussion forum, click on the blue New Forum link (Figure 22).

O New Forum - Brave - o x| Onceyou have clicked on New Forum, a pop-
& brightspace.uhi.ac.uk/d2l/common/dialogs/nonModal/blank.d21?d2]_body_type=1&d2|_nonM... & CP @
= : up window will open. Give your new

M Glossary Discussion

Discussion forum a name and provide a

Description

description. Click on the blue Save button at
O s &£ - Paragrapl ~ B I U -« =

i
4

the bottom of the pop-up window to save

Use this forum to discuss and finalise your glossary definitions,

your new Discussion forum (Figure 23).

“ concel

N EE——————

Figure 23: New Discussion forum pop-up window
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You will now see that the new Discussion forum
has been added on the group set-up page. Since
this is a new forum, you will need to select
Create a new topic underneath the forum name
to make sure each group has a discussion topic

they can post in.

Click on the blue Save button at the bottom of
the screen to continue setting up your

discussion topics (Figure 24).

Figure 24: Newly added Discussion forum in the group set-up
area

Create Restricted Topics

Category Name

Glossary discussion

@ Create one topic per group (3 topics total)

Each group has a separate, restricted topic.

() Create one topic with threads separated by group
Groups share one group-restricted thread in a single topic.

Add Another Skip

Create and Next

You will now get a confirmation that the forum has been
created. Don’t be confused by the statement ‘Forum topics
were not created’. This only comes up because we selected
option 1 — ‘Create one topic per group’. The group topics will be

in the discussion forum when you go into the Discussion tool.

Click on the blue Done button (Figure 26).

Web: Educational Development Unit website

Additional Options

w Collapse additional options

Create Workspace

|'7‘| Set up discussion areas @

Forum *

\ New Forum] @

Glossary Discussion ~

(@) Create new topic
Create a new topic to restrict with this group category.

[:'_::] Attach to existing topic

Create a group-restricted thread in an existing topic. This option
restrictions or posts.

() setuplockers @

(] Set up assignments @

File submission ~

On the next page, you will be able to determine the

Cancel

number of topics you would like to create. We
would recommend creating one topic per group to
make it easier for yourself to review any of the

Discussion topics if needed.

Click the blue Create and Next button to continue

(Figure 25).

Figure 25: Create Discussion topics page

Workspace Summary

+ 1 Discussion forums created
Forum topics were not created

Figure 26: Confirmation of Discussion forum
creation
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You will now be taken to an Edit Category - Glossary discussion

overview where you can once

Add Group

more review the specifics of your Category Information

Category Name "

newly created discussion category

‘ Glossary discussion

and the associated groups.

Description

o & &£ - Paragrapl ~ B I U - = = v Font Fam ~ Font Siz ~

Click the blue Save button at the

For discussions about glossary definitions.

bottom of the screen to return to

‘ ¥ 9 e R R

the Groups tool and finalise the

Category Setup
set-up of the Group category

Enrolment Type

. # of Groups - No Auto Enrolments
(Figure 27).

Number of Groups

Figure 27: New Category overview “ —

Manage Groups £F settings @ Help

You will now see your newly
Categories created Group category (1) and
View Categories ‘ the associated groups (2). You

‘ Glossary discussion ~

will also see that a Discussion

Semil  § Delete forum is associated with the

\7| Groups Assignment Discussions Locker

= groups (3). (Figure 28)
[_] Glossary discussion (3)

For discussions about glossary definitions.

\:l Group 1 Glossary discu...
\:| Group 2 Glossary discu... Figure 28: NeWIV created Group Category
. and associated groups on the Groups tool
\_l Group 3 Glossary discu... homepage
% Email W Delete
To enrol users on each
|7\ Groups Members Assignmenl Discussions Locker
group, select the drop- —
|,‘ Glossary discussion ( JE]
dOWn menu next to the For discussions about g
Edit Category
G rou p Catego ry name I‘_'\ Group 1 Add Group Glossary discu...
a nd C|ICk on Enrol Users |:\ Group 2 Enrol Users Glossary discu...
(Figure 29) |:\ Group 3 o] Glossary discu...
Figure 29: Group category and associated drop-down menu with the option to Enrol Users
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You will now be able to enrol users on

. Group 1 Group 2 Group 3
Last Name w_ First Name, Username, Org Defined ID

Users: 1 Users: 1 Users: 0 .
- - - each group. To do so, locate a user in
Test, Edu, EDUbrighttest, EDUbrighttest & [v] [ J
Brightspace Test 2, ED, EDUbrighttest2, EDUbrighttest? & O (v O the classlist and pUt a checkmark in the
box underneath the group you would
like to enrol them on. When you are
Cancel
“ done, click on the blue Save button
Figure 30: Enrol User page underneath your classlist (Figure 30).

You will now be able to see the number of users enrolled in

= Email W Delete

each group (Figure 31). A | crous —

|‘_J Glossary discussion (3) | s

Note: | only have two tests students enrolled on my

For discussions about glbssary definitions.

module/unit which is why | can only enrol two students.

. . ) G 1 1
You will of course enrol more than one student in each - roup
|:_:| Group 2 1
group. -
I:I Group 3 0

Figure 31: Newly enrolled user indication on the Groups tool homepage

Newly created Discussion forum and topics in the Discussion tool

If you would like to look at your newly created Discussion
Content] Communication and Collaboration « | Co y y Y

forum and topics, navigate to the Discussion tool. Locate

— | Announcements A
‘ IC 1 v+ the Communication and Collaboration drop-down menu
Blog
T Overview and select Discussions (Figure 32).
Classlist tes and rest
[] Bookmarks lescription.. Figure 32: Communication and Collaboration drop-down menu with the link to
the Discussions tool

Once you are in the discussion tool, you will be able to see the Glossary Discussion «

Use this forum to discuss and finalise your glossary definitions.

new Discussion forum and its topics (Figure 33).

Topic
Glossary discussion - Group 1,
i@ Group/section restrictions,
Glossary discussion - Group 2,
8 Group/section restrictions.

Glossary discussion - Group 3,

8 Group/section restrictions.

Figure 33: New Discussion forum and topics in the Discussions tool

Web: Educational Development Unit website Email: Educational Development Unit Email Address

Page 12 of 14



http://www.uhi.ac.uk/en/educational-development-unit
mailto:edu@uhi.ac.uk

Students will of course only see the

Glossary Discussion _ _ ,
discussion topics for the group they are

Use this forum to discuss and finalise your glossary definitions. .
enrolled on (Figure 34) .

Topic
Glossary discussion - Group 1,

olle N . . . . .
i@ Groun/section restrictions. Figure 34: Student view of newly created Discussion forum
and topic

Tip:

For more general information and guidance about the discussion tool, check

out our Discussion tool guidance.

Sign-posting Glossary tasks and Discussion topics

Just as described in the section on Providing students with a link to the Glossary

tool, we would recommend sign-posting Glossary tasks and potential Discussion

topics for students.

Follow the steps outlined in Providing students with a link to the Glossary tool.

When the text box for entering your

Insert Quicklink X
description appears, enter your instructions Course Material

= Announcements >
for students. You can provide students with 0

= Assignments >
direct links to their group by doing the B Calendr >
following. ® chat ‘

. . . D B Checklist >

Highlight some text you would like to make a -

E content >
link, in this case ‘Group 3’ (1). Next, click on

B course File >

the Insert Quicklink symbol (2) and select

Discussions from the pop-up menu (3) =] -

Cancel

(Figure 35).

Figure 35: Adding a link to the discussion topic to the description
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Select th
Insert Quicklink b
B
Discussions
- Sample discussion forum >
® Poster assignment discussion >
I - Glossary Discussion | >

Create Mew Discussion Forum

Figure 36:

Manage Discussions (Opens in a new Tab)

Finally, select the Discussion topic (Figure 37).
A link to this topic has now been created in the

description.

Figure 37: Select Discussion topic

# Glossary ‘%
& Link

@ Due 3 April at 4:00 PM @ starts 29 March 2020 8:00 AM

This week, each group should collaborate on creating the following definitions
in the glossary:

s Group 1 - Virtual Learning Environment
s Group 2 - Synchronous Learning
s Group 3 - Asynchronous Learning

Use the discussion boards attached to your group to discuss and finalise your
definition. When you are ready, add the definition to the glossary.

Open as External Resource

User progress is not tracked for external resources

Figure 38: Newly created description with links to the group
Discussion topics

Web: Educational Development Unit website

e Discussion forum you would like to select a

topic from (Figure 36).

Select Discussion forum

Insert Quicklink b
- W
Glossary Discussion +
- Glossary discussion - Group 1 7
L Glossary discussion - Group 2 7
I L Glossary discussion - Group 3 | -

Create New Discussion Topic

Click on the blue Update button and you will

see your newly created description (Figure 38).

Make sure students know which group
they belong to as they will only be able to
access the group discussion for the group

they are enrolled on.
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