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Using rubrics in Brightspace
1. Rubrics?

A rubric is a descriptive scoring (or marking) scheme developed by instructors to guide judgements 
about the products or processes of students' learning through an assessment task. It is often 
presented as a table/matrix that provides scaled levels of achievement or performance for a set of 
criteria or dimensions of quality for a particular assessment task. They contain criteria that list the 
attributes on which an assignment will be assessed and levels that list the standards that each criterion 
must meet.  

Rubrics allow instructors to define a coherent set of criteria for assessing learners’ work that includes 
descriptions of levels of performance quality. Here, performances act as indicators of the achievement 
of learning outcomes, i.e. things that learners are expected to know or be able to do at the end of a 
module or unit of learning. Rubrics also give structure to instructors’ evaluations and observations, as 
matching these to descriptions contained in the rubric aids in ensuring consistency and fairness in the 
grading process. Brightspace allows instructors to create two main types of rubrics: 

● Holistic rubrics - single-criterion rubrics (one-dimensional) used to assess participants' overall
achievement on an activity or item based on predefined achievement levels. Holistic rubrics
may use a percentage or text only scoring method

● Analytic rubrics - Two-dimensional rubrics with levels of achievement as columns and
assessment criteria as rows. Allows you to assess participants' achievements based on
multiple criteria using a single rubric. You can assign different weights (value) to different
criteria and include an overall achievement by totalling the criteria. With analytic rubrics,
levels of achievement display in columns and your assessment criteria display in rows. Analytic 
rubrics may use a points, custom points, or text only scoring method. Points and custom points 
analytic rubrics may use both text and points to assess performance; with custom points, each
criterion may be worth a different number of points. For both points and custom points, an
Overall Score is provided based on the total number of points achieved. The Overall Score
determines if learners meet the criteria determined by instructors. You can manually override 
the Total and the Overall Score of the rubric.

An example of a weighted analytic rubric 
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2. Creating rubrics

In Brightspace, rubrics can be attached to discussion topics, assignments and submission folders, 
grade items, surveys and quizzes, learning objectives, and competencies. A Brightspace instructional 
video on adding rubrics to existing activities can be found here: https://youtu.be/x7qeDzHiawM 

To create a rubric: 

1. Inside of a course, on the navbar, select ‘assessment’ and then ‘rubrics’.
2. This will take you to the ‘rubrics page’, where you will next click ‘New Rubric’.
3. Click ‘New Rubric’ and you will be take the rubric creation page (the latest iteration of this is

called the ‘New Rubric Creation Experience’ and is enabled by default).
4. From this page, you can begin editing your rubric.
5. Firstly, given your rubric a name and select its type (analytic or holistic) (this will change what

is displayed on your page, switching between types may lead to data loss)
6. Before saving any changes to your rubric, you may wish to modify its status, choosing from:

Draft* (not yet available for new activity associations), published (available for association –
once an association is created you cannot change the rubric’s name, description, levels, and
criteria), Archived (not available for associations and do not appear in searches).

7. Then enter your rubric details, i.e.  Levels and criteria for an analytic rubric or levels for a
holistic rubric.

8. You can also specify rubric visibility, add a description for students, and associate a rubric with
competencies and the eportfolio under the ‘options’ tab.

* TIP: Saving as ‘draft’ will allow you to assess multiple learners before making the assessment results 
visible. ‘Publish’ will make the assessment visible immediately upon completion in all tools (user
progress, assignments/discussions/content, grades) at the same time. The assignments and discussion
workflows also contain bulk publishing for all or a selected list of users.

After a rubric assessment has been published, before you can edit the rubric any further, you must 
first ‘retract feedback’, because the rubric is being auto-saved on the fly. You can use update for the 
score and overall feedback after they have been published without the need to retract first.  

https://youtu.be/x7qeDzHiawM
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2.1 How to create a holistic rubric  

An instructional video on creating a holistic rubric can be found https://youtu.be/f1yGkJ_kIHw 

● From the rubrics page click ‘New Rubric’
● On the ‘properties’ tab, give it a name
● Remember that its status must be set to ‘published’ before it can be associated with an

assessment (your changes will be auto-saved)
● Select ‘holistic’ from the ‘rubric type’ dropdown menu
● Then select the number of levels you will need (i.e. ‘standards’, this will determine the number 

of rows it will have)
● Select your scoring method (e.g. text only (‘poor’, ‘good’, ‘excellent’ etc., points or

percentages)
● Click Save
● Now, to edit your rubric’s levels, select the ‘levels’ tab. You can also add levels (before and

after using the ‘plus’ signs (1), delete them (using the trashcan symbol) (2), and reverse the
order in which they are displayed (3).

● You can also use dropdown menus to change your rubric type and scoring system here (4)
● You can modify level titles (5) (e.g. ‘perfect’, ‘very good’, ‘satisfactory’, ‘unacceptable’ etc.),

set percentages/scoring (6), and add detail to inform learners about how to achieve each level 
(i.e. descriptors or what the standard is) (7)

● When you are ready, as long as the levels tab displays the status ‘saved’, you may close your
rubric for later association with assignments and other course elements.

● Initial feedback (optional): this is the text that your learner will see after you have scored
their work.

https://youtu.be/f1yGkJ_kIHw
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2.2 How to create an analytic rubric  

An instructional video on creating an analytic rubric can be found at https://youtu.be/G5h2qiaN1o8 

● From the rubrics page click ‘New Rubric’
● On the ‘properties’ tab, give it a name
● Remember that its status must be set to ‘published’ before it can be associated with an

assessment (your changes will be auto-saved)
● Select ‘analytic’ from the ‘rubric type’ dropdown menu
● Select your scoring method (no score, points, and custom points*) (*custom points can be

used to create weighted rubrics)
● As before, you can use the ‘reverse level order’ (1) button and add new levels before and after

the existing levels using the ‘+’ buttons (2). Levels can also be deleted using the ‘bin’ icon (3).
● Criteria can also be rearranged vertically by using the ‘handle’ button (4)
● You can also remove criteria using a separate ‘bin’ icon (5) and add them using the ‘+ add

criterion’ link (6)
● Edit your level names (7) and values (8)
● Then edit your criteria names (9) and level details (10) across your grid
● Initial feedback (optional): this is the text that your learner will see after you have scored

their work.

● Overall score: below your analytic rubric you will find a separate table related to the
learner’s ‘overall score’. Here learners achieve certain ‘levels’ of performance based
on their total score from the rubric.

https://youtu.be/G5h2qiaN1o8
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(Overall score table for an analytic rubric with 16 points in total) 



Using rubrics in Brightspace

2.2.1 Example of an analytic rubric created in Brightspace: 

2.2.2 Adding a criterion group 

When editing an analytic rubric, you may also create ‘groups’ of criteria, such as when you might wish 
to create criteria made of subsections of existing criteria. This will – in effect – add another 
table/matrix to your rubric. The rubric will now display the total score of each of your tables combined 
in the ‘total’ field.  
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2.3 Other scoring methods 

Points are the default scoring option for both rubric types, i.e. the rubric calculates a numeric score 
based on the criteria and levels that you have defined.  As discussed previously, you can also create 
weighted rubrics using ‘custom points’. If you would like your feedback to be text only, you can also 
choose the option ‘no score’, e.g. performance levels will be indicated by text only/grade, for example, 
‘excellent (A)’, ‘very good (B)’, ‘good (C)’, ‘poor (D)’ etc.  

A final option - only available in holistic rubrics – is to score your assignments using percentage values.  
To create this type of holistic rubric, simply choose ‘percentage’ from the scoring drop-down menu 
(1) and set your percentage values under each level (2)
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2.4 Weighted Rubrics 

Brightspace: ‘how to create a weighted rubric’: https://youtu.be/c3kjSghC6R0 

● From the rubrics page, click ‘New Rubric’ and give it a title (it will be auto-saved)
● To make it a weighted rubric, select ‘custom points’ from the ‘scoring’ drop-down menu (this

method of scoring is only available in an analytic rubric)
● In basic terms, using ‘points’ means that every cell in a particular column has the same value,

while specifying ‘custom points’ means that each cell can be worth something different. For
example, when evaluating a written assignment, you may want ‘well-documented evidence’
to be worth more than ‘spelling and grammar’.

● It means that the rubric will calculate a numeric score with some criteria weighted more
heavily than others

● Weighted rubrics must be aligned with the total score of the assignment, or out of 100; the
total points available for a single criteria will be divided according to the number of levels
chosen, i.e. if a criterion is worth 30 points and you have three levels they will be scored at
10, 20, and 30, or with 5 levels this would be ‘6’, ‘12’, ‘18’, ‘24’, ’30 and so on. You can also
override these level scores, .e.g. by making level one worth ‘0’ and so on.

● Initial feedback (optional): this is the text that your learner will see after you have scored
their work.

● To illustrate how custom points may be used, one can modify the analytic rubric featured
above. Using a typical levelled ‘points’ system, learners performance was rated on a scale from 
1-4 in each criterion, and 1-16 in total. However, one may wish to modify your weighting so
that one criterion, e.g. ‘depth of reflection’ is worth more than another, such as ‘grammar,
conventions’. In converting this rubric from analytic to weighted, one may decide to place a
greater emphasis on ‘reflection’ and ‘evidence’ over ‘style’ and ‘conventions’ (see below).

● In this example, it was decided to weight the criteria as follows:
o ‘Depth of reflection’: 30,
o ‘Development of examples, evidence’: 30,
o ‘Language, use, style’: 20, ‘Grammar, conventions’: 20.

● Upon modifying the values in the total column to reflect these changes, the table
automatically divided each total according to the number of levels (i.e. 4).  For example, with
30 points achievable for ‘depth of reflection’, level one would become 7.5 (30 divided by four) 
and so on. These changes are illustrated in the table below (a full weighted analytic rubric can
be found on the following page)

Depth of 
reflection 

Development 
of example, 
evidence 

Language 
use, style 

Grammar, 
conventions 

Total 
achievable 
points 

Achievable 
Score 

4 4 4 4 16 

1-4 1-4 1-4 1-4

Becomes 

30 30 20 20 100 

7.5, 15, 
22.5, 30 

7.5, 15, 22.5, 
30 

5, 10, 15, 
20 

5, 10, 15, 20 

https://www.youtube.com/watch?v=c3kjSghC6R0
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2.4.1 Example of a weighted, analytic rubric 
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2.4.1.1 Overall score for a weighted analytic rubric 

The overall score below has been manually edited to reflect the total of 100 points available for the 
weighted rubric above. It is based on a traditional percentage grading system (though it is expressed 
in points).  

2.5 Rubric Visibility & other options 

At the very bottom of your rubric you will find an expandable submenu titled ‘options’. From here you 
can modify visibility options, add a description to your rubric (for your personal reference), and allow 
associations with competencies and ePortfolios.  

Under rubric visibility, you can select ‘rubric is visible to students’, ‘rubric is hidden from students’, 
and ‘rubric is hidden from students until feedback is finished’. You can also choose to hide scores from 
students. The example below indicates the student’s view of your rubric if it is set to visible (in this 
case, the student has navigated to an assignment submission page through 
‘assessment’>’assignments’ in the course navbar). 
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2.6 A student’s view of the rubric associated with an essay submission.
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2.7 Adding a rubric to an existing activity 

In order to make us of a rubric you will need to add it to an existing activity in your course (such as an 
assignment, discussion, learning objective, quiz, or survey). In this example, we will add a rubric to an 
assignment submission.  

2.7.1 Adding a rubric to an assignment 

From the navbar, enter the assignments tool by selecting ‘assessment’>’assignments’, you will see a 
list of the assignments already created for this course.  

From here, select the assignment with which you would like to associate your rubric and click the 
button labelled ‘edit assignment’. From the next page, expand the ‘Evaluation & Feedback’ setting to 
the right of the screen and click ‘Add Rubric>Add Existing’ (if you have not created a specific rubric for 
this assignment yet, click on ‘Add Rubric>Create new’ and create a new rubric using the rubrics tool, 
and then return to your assignment to associated it). 
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For now, we will select ‘Add Rubric>Add Existing ’ which will reveal a modal pop-up window listing all 
of your available rubrics for this module (see below). In this case, we will select the ‘Essay-Weighted’ 
rubric by clicking on the radio button beside it (1) and then selecting ‘add selected’ (2). 

You will then be returned to assignment tool, where you will see that your rubric has been successfully 
associated with the assignment (1) (you can remove it by clicking the ‘X’ next to it). If you are satisfied 
that you have associated the correct rubric, select ‘save and close’ (2).  

2.7.2 Adding a rubric to a discussion topic 

If you would like to associate a rubric with a discussion topic, the process is much the same. First, 
navigate to ‘module tools’ > ‘discussions’ from the navbar within your course and select your 
discussion. Next, click the drop-down arrow next to the topic heading (1) and select ‘edit topic’ (2). 

 On the subsequent ‘edit topic’ page you will then select the ‘assessment’ tab, where you will find the 
‘Add Rubrics’ button. The process of adding a rubric from here will be identical to that used for an 
assignment. When you have associated a rubric with a discussion topic, you will see a notification on 
the topic page that it ‘includes assessment’. 
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To assess a discussion topic using an assigned rubric, simply navigate to module tools > discussions, 
select the relevant topic and a list of all assessable responses from learners will be displayed on the 
‘view topic’ page.  

To assess a specific thread/response, select it, click the drop-down menu next to its heading (1) and 
then choose the option ‘assess topic’ (2). 
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On the next page, select the ‘assessments’ tab (1) where you will be provided with a list of assessable 
contributions. Simply click on the learner’s user (2) name to begin grading it.  
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You will then be presented with a separate pop-up window in which you can assess a discussion thread 
using your pre-defined rubric. Here, you can see the actual topic thread created by the learner (1), 
select a level from your holistic rubric from a table (2), provide overall feedback using the html editor 
(3), and choose to ‘publish’ your feedback or save it as a draft (4). 
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2.8 Marking a submission using your rubric 

In this example, the weighted analytic rubric created above is used to mark an assignment submission 
in the form of a word document. This is accessed through ‘assessment’>’assignments’ from the 
navbar. After selecting the learner’s submission, you are taken to the ‘document viewer’ (1) where 
you can begin your evaluation.  

In the evaluation panel (2) you will see the rubric you have previously associated with the assignment 
from within the assignment tool. 

Clicking on your rubric (1) will take you to an editing pane where you can manually input 
points for the submission according to your specified criteria and levels. The ‘rubric statistics’ 
button (2) will open a separate window which displays overall statistics and criteria statistics 
for all of the submissions scored with this rubric. 
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In this case, as no submissions have been added, there is nothing displayed in the rubric 
statistics window. 
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2.8.1 Scoring an assignment using your rubric 

After clicking the link for your rubric in the evaluation panel, you will be presented with a pop-
up featuring your rubric matrix. From here, you score the submission simply by clicking the 
applicable level achieved for each criterion (1). The tool will then automatically calculate the 
total achieved (2)(3) and display the overall score/grade achieved below (3).  You may also 
manually override the score achieved for each criterion by clicking on its total (2) and typing 
in your desired score. Changes are auto-saved so that when you are done you can simply 
select ‘close’) at the bottom of the screen. You may also add specific feedback to each 
criterion by clicking the ‘add feedback’ link in the criteria column.  

When you close this tool, you will be taken back to the document view where the score 
achieved will be auto-populated in the evaluation panel. You may also add additional overall 
feedback at this point. When you are finished, click ‘save draft’ or ‘publish. 
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2.9 Rubrics and Feedback – Student View 

Before submitting their assignment, a student will be able to review your rubric if you have decided 
to make it visible. An example of this can be found above.  When you have graded an assignment 
submission, using a rubric, students will receive a notification in their minibar (see below). 

After clicking on this link, students will be taken to the ‘grades’ page, where all of their graded activities 
for your course will be listed.  Here they will be able to view the points and weight achieved for each 
assessed activity (1) and click on a link which opens up their graded rubric in a separate window (2). 
Overall feedback will also be included here (3). If you have added inline feedback, there will be a link 
for this also (4). 
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They will then be presented with a full view of their graded rubric (the presentation of which may vary 
based on the visibility options and feedback choices you have specified when creating the rubric.  
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