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Checklists 
Checklists can be set up to list tasks and due dates. Students can individually check off 
items in the list. 
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• Itemize Assignments using Checklists 
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https://youtu.be/eymmiUO0Zvo%22%20/o%20%22Itemize%20Assignments%20Using%20Checklists%20-%20Brightspace%20Tutorials%20YouTube%20video
https://youtu.be/eymmiUO0Zvo%22%20/o%20%22Itemize%20Assignments%20Using%20Checklists%20-%20Brightspace%20Tutorials%20YouTube%20video


 
 

  

      
  

 
  

 

   
  

  

      

 

  

Essay 1 Checklist 

Research 

Present essay topic for approval 

5 reference materlals 
Due at 11 00 AM on Fnday, March 13, 2015 

Writing 

Hand in draft thesis 
Due at 11 .00 AM on Friday, March 20, 2015 

Finish rough draft of essay 
Due at 11 :00 AM on Friday, April 3, 2015 

Reviewing 

Exc'hange essay with classmate; peer rev,iew 
Ou at 11 00 AM on Friday, April 3, 2015 

.~ 
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Chat 

Checklist 

How do checklists organize information? 
Checklists contain categories, which are used to organize checklist items. For example, 
you might create the categories Week 1, Week 2, and Week 3, and place week-specific 
checklist items into the appropriate categories. Alternately, you might use a checklist to 
organize steps of an assignment. You can assign due dates for checklist items. 

Create a Checklist 
Checklist items must reside in a category. A category must be created before an 
item can be added to the checklist. 

1. On the navbar, click Checklist from the Tools drop down menu. 
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More Actions v 

New Checklist 

Nafflt!" 

11 Week # 1 Checkf;st 

Description 

I D 3 ~ . Paragraph - B I 

I 
J.!. . ~ 

. ~ 
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~ ·- . Font Fami - Font Siz, - ■ . 
~ his checklist has all of the activit ies and assignments t hat need to be completed in Week 1. I 

I ~ ' ,,, 

, aew · ·· ·--·· I 
0 Open this checklist in a new window when viewed. - Canc~I 

Categories and Items 

I New Category I New Item Reorder 

Name• 

I Assignments I 
Description 

Cl ~ <t.> Paragraph B I 1l - - Font Family ... V ... ~= ~= -- ... 

■111= Save and New Cancel 

. .. 

(!I 
fa. " H. ,. 

V Size V ■ ... 

2. Click New Checklist. 

3. Enter your checklist Name and Description. We also recommend that you choose 
to “open in a new window.” Click Save. 

4. On the Edit Checklist page, in the Categories and Items area, click New 
Category to add a category to the checklist. Enter your category details and click 
Save. 
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Categories and Items 

New Category New Item 

Category• 

Reorder 

. ~ 
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Assignments [:J [New Category] 

Name" 

I Complete Introduction Discussion 

Description 

Paragraph V B J !! ... 

Due Date 

3/ 2/ 2018 4:19 PM 

United States - Denver 

Calendar 

Display in Calendar 

Save and New Cancel 

Font Family v Size V ■ ... 

5. To add an item to the checklist, click New Item. 

6. From the Category drop-down list, select the category for your item. Enter your 
item Name and Description. 

7. If you want the item to be due by a certain date or time, select the check box and 
enter your Due Date information (optional). Click Save and New to create 
another checklist item. 
Note: The default due date for a checklist item is one month from the current 
date. 
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Asugnm~nts 

Complct lntrodu, Qn i),KIISSOOA 

0.-,ift [nay lntrt>dLJCtiOfl 

Find Amcli, lo "1~rc with Cl.a<s 
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Week # 1 Checklist E] 
This check list has all 

Ed it 

Attendance 

Chat 

Check list 

I Preview in a new window I 

Checklists 

Week # 1 Checklist [:] 

ts t hat need to be completed in Weck 1. 

This checklist has a11r-1------------,lts that need t o be completed in Weck 1. 
. Edit . 

Preview in a new window 

8. Repeat step 5 until you've added all your content to the checklist. 

9. Click Save and Close. 

Preview and Edit a Checklist 
1. On the navbar, click Checklist from the Tools drop down menu. 

2. Click Preview in a New Window from the drop down menu of the checklist you 
want to preview. Click Close when you are done previewing the checklist. 

3. Click Edit from the drop down menu of the checklist you want to edit. 

4. Make the appropriate changes. Click Save and Close. 
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F:Mlfiiii Mon!Adions v 

Checklists 

Test 

Edit 

Preview in a new window 
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Checklis~ 

Test v 

Copy of Test 

DDD 
DDD 
ODD 

DDD 
DDD 
DDD 

Joshua Rosenbaum @ 

Joshua Rosenbaum @ 

Copy a Checklist 
1. On the navbar, click Checklist. 

2. Open the context menu for the checklist you want to copy, and click Copy. 

3. A new checklist is now visible at the bottom of the list of checklists with the title 
Copy of {original checklist name}. 
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