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Brightspace SOP for Examiners 

Brightspace webpage is located https://ibms.brightspace.com/d2l/login 

Log in with the username given and select Forgot your password? 

 
 
 
 
 
 

You will be asked to submit your username and a link will be sent to the email you submitted, you can then set your password, this is also the route you 
would take to reset your password. 

https://ibms.brightspace.com/d2l/login
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Passwords should be between 8 and 50 characters. 

 

Enter the username sent in the original email. 
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Password must be 
between 8 and 50 
characters 



4 
 

 
 

When you log in you go straight to the home page. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Courses allocated to you (and your candidates) 
are shown on the home page 

Your name will appear at 
the top 

The two areas you will use as an examiner are Quick 
Eval and Assignments. Quick Eval is on the home 
page Nav bar. 
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If the publish function has been accidentally used by the training lab then you won’t be able to use Quick Eval. If you are able to use Quick Eval it is the easiest 
way to review candidates work. 
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Quick Eval will show you all the candidates who have submitted completed evidence that you are associated with on Brightspace. In order to view only the 
candidate you are examining use the filter. 

Type the name or part of the name of the individual you are 
examining to filter only their submitted evidence. 
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Once filtered, all the modules for the candidate will be shown. Select the learners name beside each module submission, submission of evidence and reflective 
statement and candidate assessed by trainer….. to view the evidence. 
 

 
 
 
 
 

The candidates evidences will be shown, the module and submission area can be 
seen at the top. 
Click on the evidences to open.  

Once viewed, from this page you can move on to the next evidence. 

DO NOT use feedback or 
publish functions 
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When the evidence is opened it can be viewed in Brightspace, however if the training lab has used review functions and word/PDF comments these won’t be 
seen and the document needs to be downloaded and opened to view. It won’t need to be saved. 
 

 
 

 
 
 

Zoom can be used to enlarge the document or can be made full page. 

Documents can be 
downloaded here 

Go through all the evidences and make notes for the examiner feedback form. Ensure all the learning outcomes are 
met. If they are partially not met, is this something minor that can be covered during the examination or is 
additional evidence required. Converse with the training officer if further work is required, this can be uploaded into 
the relevant module. 
Remember to look at submissions in the Final Submission module as this will contain the candidates scope of 
practice and training reviews. 
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If you don’t see anything or all the modules in Quick Eval you will have to use Assignments in each module. From the home screen click on the first module to 
open it or search for the module you want. 

 
 

Select Assignments from the nav bar. 
 
 
Select the submission you wish to view 
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Select the evidence belonging to the candidate you are examining. 
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Select the evidence, this will open as in p8. 
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From the drop down menu the additional piece of evidence in the submission of evidence can be seen. 
 

 
 
 
Going back to submissions will take you back to the view shown on p10 where you can select the Reflective statement and signature by the internal assessor that 
states candidates are working to standard laboratory procedures. The template provided must be used. 
 
 

Select from dropdown other 
evidence in this submission 

Select to go back to 
assignments to view 
the reflection 
submission 
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Ensure all module evidence has been checked, complete the examination form regarding the evidence and determine questions to be asked during the 
examination, these will be based on general discipline requirements, the portfolio evidence and candidates scope of practice. 
 
After the examination, completed forms must be returned to specialistportfolio@ibms.org 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:specialistportfolio@ibms.org
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About this version 
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