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Certification Application Quick-Guide to Brightspace and Application Overview 
 

The following step-by-step instructions explain how to navigate through the homepage and other 

general navigation features that you may find helpful when completing your TN Pathways Certification 

Application in the D2L Brightspace portal. In addition to this quick-guide, you can view a step-by-step 

video that will walk you through the Homepage and general navigation features of the application.  

Let’s Begin:   

You will start by opening a web browser and typing in the url: 

https://tnpathways.brightspace.com/d2l/login This will take you to the sign-in page for Brightspace by 

D2L. You will sign in with your username that is FirstnameLastname and your password that you created 

when you received the reset email from the TBR System. If you are having issues or do not have this 

information, contact your TN Pathways Regional Coordinator.  

Type your Username and Password in the provided text locations then click Log In.  

 

Once you have logged in to Brightspace by D2L you will come to the home page. D2L has a lot of great 

and wonderful features, but we plan on covering ONLY the basics to help this guides show you the 

fewest steps needed for submitting your supporting documentation and TN Pathways Application.   

https://tnpathways.brightspace.com/d2l/login
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The homepage will contain all of the high schools within your district. You can get to each high school by 

clicking on the tiles within My Courses that appears on the left side of the homepage or by clicking on 

the course selector icon to display a list of your high schools.  

*Please note your district is referred to as My Courses and each pathway application is referred to as 

Assignments because that is the typical language used within the D2L platform.  

 

 

 

Logging out can be done by simply clicking your name that is visible in the top right hand of the screen. 

This will prompt a dropdown menu including features such as Profile, Notifications, Account Settings 

and Log out.  

 

Feel free to explore the many features of D2L such as Notifications to find options for receiving updates 

on your application status. The Notification area allows you to customize when you receive alerts, what 

types of alerts, how often those alerts are sent and how the alerts are sent.  
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Let’s click on a high school “course” and look at the application and rubric.  

 

 

 

 

 

 

 

 

 

Please note that you can click on the home icon 

at any time to go back to the home page. Clicking on your high school name takes you to the screen 
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below where you will find the Content Browser. The Content Browser contains the sections of the 

application and the rubric information.  

 

 

Let’s review the rubric! The rubric can be found by clicking on Rubric Information then Section Criteria. 

This opens the rubric where you can view each section along with the criteria detailed out for each 

section of the application.  
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Each bullet you see listed above is 1 point towards your overall score for your application. All five 

sections of the rubric total to a possible score of 50 with two reviewers per application, totaling a 

possible 100 points per pathway application. If you would like to print the rubric Section Criteria, you 

can do so by scrolling below Section 5 and clicking Print. You also have the option to download the 

Section Criteria clicking Download, located next to the print option.  

 

 

Click Next at the bottom right of Section Criteria to move forward in the Table of Contents to the 

Welcome section and Application Overview section. The first section you come to is the Introduction. 

This section provides an overview about Tennessee Pathways along with guidance and expectations for 

this year’s application cycle. 

 

  

Next 
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Pay close attention to our expectations on narratives submitted within your application(s). Narratives 

play a key role in your application. The Application Expectations section is a reminder about submitting 

supporting documentation, the application deadline, and one location where you can find resources to 

complete your application like Narrative Templates and Exemplar Application Materials.  

 

 

 

Click Next again and this takes you to the Application Requirements section of the Table of Contents. 

This is a Checklist to help you work through each section of the application.  

 

 

Narrative Templates Exemplar Application Materials 

Next 
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CERTIFICATION APPLICATION QUICK-GUIDE TO  

D2L BRIGHTSPACE 

Application Section 1:  Labor Market Justification 

 

The following step-by-step instructions explain how to navigate through section one of the TN Pathways 

Certification Application in the D2L Brightspace portal. In addition to this quick-guide, you can a view a 

step-by-step video that will walk you through this section of the application.  

Let’s Begin:   

From the content browser, click on Section 1:  Labor Market Justification which will bring up three 

primary components. Next, you will want to individually click on each of the three components listed 

below: 

 

 

By clicking on the first component called Section 1:  Labor Market Justification, you will access a brief 

introduction to this section of the TN Pathways Certification Application that explains how you can use 

your Comprehensive Local Needs Assessment (CLNA) to support the labor market justification for your 

pathway. This brief introduction also provides guidance regarding your supporting documentation and 

provides links to labor market resources that you may want to use as data sources in this section of your 

application. You have the option to Download or Print this page for easy reference.  

Next, click on the            Next button at the bottom, right-hand side of your screen. This will take 

you to the second component of this section called Section 1 Narrative Template.   

Once you are in the Section 1 Narrative Template component, you will see a downloadable narrative 

template and you will also see Activity Details explaining the instructions within this component.  

Explore each of the 3 

components of Section 1 
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You have the option to download or print the narrative template. It is recommended that you download 

this document to allow you to type and save your narrative for this section onto your computer.  

Please pay close attention to the naming conventions for the narrative template and supporting 

documentation. Using the appropriate naming conventions throughout your application will help 

reviewers know which documents and supporting evidence are linked to specific sections of the 

application. If the appropriate naming conventions are not used, there is a chance that reviewers will 

overlook documentation, which can impact the overall score you receive for your pathway application.  

After downloading the narrative template for this section, click on the                   Next button at the 

bottom, right-hand side of your screen. This will take you to the third component of this section called 

Submission Dropboxes.  

Upon entering the Submission Dropboxes component, you will see detailed instructions on the screen 

that explain how to upload your completed narrative template for this section along with your 

supporting documentation. You will also be reminded to follow the naming convention formulas for the 

various documents you will be submitting. It is imperative that you follow these instructions carefully. 

You can print these instructions by clicking on the Print icon at the top of the screen. 
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If you scroll to the bottom of part of the Submission Dropboxes webpage, you will see a list of Pathway 

Submissions. Each high school has the capability to submit applications for up to twenty pathways. You 

will need to upload documentation for your first pathway application into the submission dropbox titled 

Pathway Submission 1. Documentation for your second pathway will be uploaded into Pathway 

Submission 2, documentation for your third pathway will be uploaded into Pathway Submission 3 and so 

on until you have submitted all of your pathway applications.  

 

To upload documentation for Section 1 of your first pathway, click on Pathway Submission 1 to access 

the document uploader page.  
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Once you access the pathway submission document uploader page, you will see that you have the 

option to Drag and Drop the documents that you want to upload into the submission dropbox or you 

can Upload documents from your computer by clicking on the upload icon.                     If you choose to 

use the upload icon, you will need to browse your computer to find and select the file that you would 

like to upload. Once you select the correct file to upload, your screen should look like this: 

 

Confirm that the correct document is in submission uploader box and click on Submit.                   After 

submitting a document, you should receive an email notification confirming that the document was 

uploaded and submitted successfully. Note:  Once you submit a document, it cannot be revised or 

deleted! If you accidentally submit a document in error, you will need to notify your TN Pathways 

Regional Coordinator prior to the application deadline.  

After submitting all of your documents for this section, you can move on to the second section of the 

application.  

 

  

Uploaded Document 
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CERTIFICATION APPLICATION QUICK-GUIDE TO  

D2L BRIGHTSPACE 

Application Section 2:  Certified Pathway Coursework 

 

The following step-by-step instructions explain how to navigate through section two of the TN Pathways 

Certification Application in the D2L Brightspace portal. In addition to this quick-guide, you can a view a 

step-by-step video that will walk you through this section of the application.  

Let’s Begin:   

From the content browser, click on Section 2:  Certified Pathway Coursework which will bring up three 

primary components:   

✓ Section 2:  Certified Pathway  

     Coursework 

 

✓ Section 2  Narrative Template 

 

✓ Section 2  Submission Dropboxes 

 

 

 

 

 

 

 

 

By clicking on the first component called Section 2:  Certified Pathway Coursework, you will access a 

brief introduction to this section. This brief introduction provides guidance regarding your supporting 

documentation and provides links to resources that you may want to use as data sources in this section 

of your application. You have the option to Download or Print this page for easy reference.  

Next, click on the            Next button at the bottom, right-hand side of your screen. This will take 

you to the second component of this section called Section 2 Narrative Template.   
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Once you begin the Section 2 Narrative Template component, you will see a downloadable narrative 

template and you will also see Activity Details explaining the instructions within this component.  

 

 

 

 

 

 

 

 

You have the option to download or print the narrative template. It is recommended that you download 

this document to allow you to type and save your narrative for this section onto your computer.  

Please pay close attention to the naming conventions for the narrative template and supporting 

documentation. Using the appropriate naming conventions throughout your application will help 

reviewers know which documents and supporting evidence are linked to specific sections of the 

application. If the appropriate naming conventions are not used, there is a chance that reviewers will 

overlook documentation, which can impact the overall score you receive for your pathway application.  

After downloading the narrative template for this section, click on the                   Next button at the 

bottom, right-hand side of your screen. This will take you to the third component of this section called 

Submission Dropboxes.  

Upon entering the Submission Dropboxes component, you will see detailed instructions on the screen 

that explain how to upload your completed narrative template for this section along with your 

supporting documentation. You will also be reminded to follow the naming convention formulas for the 

various documents you will be submitting. It is imperative that you follow these instructions carefully. 

You can print these instructions by clicking on the Print icon at the top of the screen. 
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If you scroll to the bottom of the Submission Dropboxes webpage, you will see a list of Pathway 

Submissions. Each high school has the capability to submit applications for up to twenty pathways. You 

will need to upload documentation for your first pathway application into the submission dropbox titled 

Pathway Submission 1. Documentation for your second pathway will be uploaded into Pathway 

Submission 2, documentation for your third pathway will be uploaded into Pathway Submission 3 and so 

on until you have submitted all of your pathway applications.  

 

To upload documentation for Section 2 of your first pathway, click on Pathway Submission 1 to access 

the document uploader page.  
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Once you access the Pathway Submission document uploader page, you will see that you have the 

option to Drag and Drop the documents that you want to upload into the submission dropbox or you 

can Upload documents from your computer by clicking on the upload icon.                     If you choose to 

use the upload icon, you will need to browse your computer to find and select the file that you would 

like to upload. Once you select the correct file to upload, your screen should look like this: 

 

Confirm that the correct document is in submission uploader box and click on Submit.                   After 

submitting a document, you should receive an email notification confirming that the document was 

uploaded and submitted successfully. Note:  Once you submit a document, it cannot be revised or 

deleted! If you accidentally submit a document in error, you will need to notify your TN Pathways 

Regional Coordinator prior to the application deadline.  

After submitting all of your documents for this section, you can move on to the next section.  

 

 

  

Uploaded Document 
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CERTIFICATION APPLICATION QUICK-GUIDE TO  

D2L BRIGHTSPACE 

Application Section 3:  Postsecondary Partnership(s) 

 

The following step-by-step instructions explain how to navigate through section three of the TN 

Pathways Certification Application in the D2L Brightspace portal. In addition to this quick-guide, you can 

a view a step-by-step video that will walk you through this section of the application.  

Let’s Begin:   

From the content browser, click on Section 3:  Postsecondary Partnership(s) which will bring up three 

primary components:   

✓ Section 3:  Postsecondary 

            Partnership(s) 

 

✓ Section 3  Narrative Template 

 

✓ Section 3  Submission Dropboxes 

 

 

 

 

 

 

 

 

By clicking on the first component called Section 3:  Postsecondary Partnership(s), you will access a 

brief introduction to this section. This brief introduction provides guidance regarding your supporting 

documentation and provides links to resources that you may want to use as data sources in this section 

of your application. You have the option to Download or Print this page for easy reference.  

Next, click on the            Next button at the bottom, right-hand side of your screen. This will take 

you to the second component of this section called Section 3 Narrative Template.   
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Once you enter the Section 3 Narrative Template component, you will see a downloadable narrative 

template and you will also see Activity Details explaining the instructions within this component.  

 

 

 

 

 

 

 

 

You have the option to download or print the narrative template. It is recommended that you download 

this document to allow you to type and save your narrative for this section onto your computer.  

Please pay close attention to the naming conventions for the narrative template and supporting 

documentation. Using the appropriate naming conventions throughout your application will help 

reviewers know which documents and supporting evidence are linked to specific sections of the 

application. If the appropriate naming conventions are not used, there is a chance that reviewers will 

overlook documentation, which can impact the overall score you receive for your pathway application.  

After downloading the narrative template for this section, click on the                   Next button at the 

bottom, right-hand side of your screen. This will take you to the third component of this section called 

Submission Dropboxes.  

Upon entering the Submission Dropboxes component, you will see detailed instructions on the screen 

that explain how to upload your completed narrative template for this section along with your 

supporting documentation. You will also be reminded to follow the naming convention formulas for the 

various documents you will be submitting. It is imperative that you follow these instructions carefully. 

You can print these instructions by clicking on the Print icon at the top of the screen. 
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If you scroll to the bottom of the Submission Dropboxes webpage, you will see a list of Pathway 

Submissions. Each high school has the capability to submit applications for up to twenty pathways. You 

will need to upload documentation for your first pathway application into the submission dropbox titled 

Pathway Submission 1. Documentation for your second pathway will be uploaded into Pathway 

Submission 2, documentation for your third pathway will be uploaded into Pathway Submission 3 and so 

on until you have submitted all of your pathway applications.  

 

To upload documentation for Section 3 of your first pathway, click on Pathway Submission 1 to access 

the document uploader page.  
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Once you access the Pathway Submission document uploader page, you will see that you have the 

option to Drag and Drop the documents that you want to upload into the submission dropbox or you 

can Upload documents from your computer by clicking on the upload icon.                     If you choose to 

use the upload icon, you will need to browse your computer to find and select the file that you would 

like to upload. Once you select the correct file to upload, your screen should look like this: 

 

Confirm that the correct document is in submission uploader box and click on Submit.                   After 

submitting a document, you should receive an email notification confirming that the document was 

uploaded and submitted successfully. Note:  Once you submit a document, it cannot be revised or 

deleted! If you accidentally submit a document in error, you will need to notify your TN Pathways 

Regional Coordinator prior to the application deadline.  

After submitting all of your documents for this section, you can move on to the next section.  

 

 

 

 

 

 

 

 

 

 

  

Uploaded Document 



20 
 

 

CERTIFICATION APPLICATION QUICK-GUIDE TO  

D2L BRIGHTSPACE 

Application Section 4:  Employer Partnership(s) 

 

The following step-by-step instructions explain how to navigate through section four of the TN Pathways 

Certification Application in the D2L Brightspace portal. In addition to this quick-guide, you can a view a 

step-by-step video that will walk you through this section of the application.  

Let’s Begin:   

From the content browser, click on Section 4:  Employer Partnerships which will bring up three primary 

components:   

✓ Section 4:  Employer Partnership(s) 

 

✓ Section 4  Narrative Template 

 

✓ Section 4  Submission Dropboxes 

 

 

 

 

 

 

 

 

By clicking on the first component called Section 4:  Employer Partnerships, you will access a brief 

introduction to this section. This brief introduction provides guidance regarding your supporting 

documentation and provides links to resources that you may want to use as data sources in this section 

of your application. You have the option to Download or Print this page for easy reference.  

Next, click on the            Next button at the bottom, right-hand side of your screen. This will take 

you to the second component of this section called Section 4 Narrative Template.   

Once in the Section 4 Narrative Template component, you will see a downloadable narrative template 

and you will also see Activity Details explaining the instructions within this component.  



21 
 

 

 

 

 

 

 

 

 

You have the option to download or print the narrative template. It is recommended that you download 

this document to allow you to type and save your narrative for this section onto your computer.  

Please pay close attention to the naming conventions for the narrative template and supporting 

documentation. Using the appropriate naming conventions throughout your application will help 

reviewers know which documents and supporting evidence are linked to specific sections of the 

application. If the appropriate naming conventions are not used, there is a chance that reviewers will 

overlook documentation, which can impact the overall score you receive for your pathway application.  

After downloading the narrative template for this section, click on the                   Next button at the 

bottom, right-hand side of your screen. This will take you to the third component of this section called 

Submission Dropboxes.  

Upon entering the Submission Dropboxes component, you will see detailed instructions on the screen 

that explain how to upload your completed narrative template for this section along with your 

supporting documentation. You will also be reminded to follow the naming convention formulas for the 

various documents you will be submitting. It is imperative that you follow these instructions carefully. 

You can print these instructions by clicking on the Print icon at the top of the screen. 

 

If you scroll to the bottom of the Submission Dropboxes webpage, you will see a list of Pathway 

Submissions. Each high school has the capability to submit applications for up to twenty pathways. You 

will need to upload documentation for your first pathway application into the submission dropbox titled 
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Pathway Submission 1. Documentation for your second pathway will be uploaded into Pathway 

Submission 2, documentation for your third pathway will be uploaded into Pathway Submission 3 and so 

on until you have submitted all of your pathway applications.  

 

To upload documentation for Section 3 of your first pathway, click on Pathway Submission 1 to access 

the document uploader page.  

 

 

 

 

 

 

 

 

Once you access the Pathway Submission document uploader page, you will see that you have the 

option to Drag and Drop the documents that you want to upload into the submission dropbox or you 

can upload documents from your computer by clicking on the upload icon.                     If you choose to 
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use the upload icon, you will need to browse your computer to find and select the file that you would 

like to upload. Once you select the correct file to upload, your screen should look like this: 

 

Confirm that the correct document is in submission uploader box and click on Submit.                   After 

submitting a document, you should receive an email notification confirming that the document was 

uploaded and submitted successfully. Note:  Once you submit a document, it cannot be revised or 

deleted! If you accidentally submit a document in error, you will need to notify your TN Pathways 

Regional Coordinator prior to the application deadline.  

After submitting all of your documents for this section, you can move on to the next section.  

 

 

 

 

 

 

 

 

 

 

  

Uploaded Document 
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CERTIFICATION APPLICATION QUICK-GUIDE TO  

D2L BRIGHTSPACE 

Application Section 5:  Access and Advisement 

 

The following step-by-step instructions explain how to navigate through section five of the TN Pathways 

Certification Application in the D2L Brightspace portal. In addition to this quick-guide, you can a view a 

step-by-step video that will walk you through this section of the application.  

Let’s Begin:   

From the content browser, click on Section 5:  Access and Advisement which will bring up three primary 

components:   

✓ Section 5:  Access and Advisement 

 

✓ Section 5  Narrative Template 

 

✓ Section 5  Submission Dropboxes 

 

 

 

 

 

 

 

 

By clicking on the first component called Section 5:  Access and Advisement, you will access a brief 

introduction to this section. This brief introduction provides guidance regarding your supporting 

documentation and provides links to resources that you may want to use as data sources in this section 

of your application. You have the option to Download or Print this page for easy reference.  

Next, click on the            Next button at the bottom, right-hand side of your screen. This will take 

you to the second component of this section called Section 5 Narrative Template.   

Once in the Section 5 Narrative Template component, you will see a downloadable narrative template 

and you will also see Activity Details explaining the instructions within this component.  
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You have the option to download or print the narrative template. It is recommended that you download 

this document to allow you to type and save your narrative for this section onto your computer.  

Please pay close attention to the naming conventions for the narrative template and supporting 

documentation. Using the appropriate naming conventions throughout your application will help 

reviewers know which documents and supporting evidence are linked to specific sections of the 

application. If the appropriate naming conventions are not used, there is a chance that reviewers will 

overlook documentation, which can impact the overall score you receive for your pathway application.  

After downloading the narrative template for this section, click on the                   Next button at the 

bottom, right-hand side of your screen. This will take you to the third component of this section called 

Submission Dropboxes.  

Upon entering the Submission Dropboxes component, you will see detailed instructions on the screen 

that explain how to upload your completed narrative template for this section along with your 

supporting documentation. You will also be reminded to follow the naming convention formulas for the 

various documents you will be submitting. It is imperative that you follow these instructions carefully. 

You can print these instructions by clicking on the Print icon at the top of the screen. 

 

If you scroll to the bottom of the Submission Dropboxes webpage, you will see a list of Pathway 

Submissions. Each high school has the capability to submit applications for up to twenty pathways. You 

will need to upload documentation for your first pathway application into the submission dropbox titled 
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Pathway Submission 1. Documentation for your second pathway will be uploaded into Pathway 

Submission 2, documentation for your third pathway will be uploaded into Pathway Submission 3 and so 

on until you have submitted all of your pathway applications.  

 

To upload documentation for Section 5 of your first pathway, click on Pathway Submission 1 to access 

the document uploader page.  

 

 

 

 

 

 

 

 

Once you access the Pathway Submission document uploader page, you will see that you have the 

option to Drag and Drop the documents that you want to upload into the submission dropbox or you 

can upload documents from your computer by clicking on the upload icon.                     If you choose to 
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use the upload icon, you will need to browse your computer to find and select the file that you would 

like to upload. Once you select the correct file to upload, your screen should look like this: 

 

Confirm that the correct document is in submission uploader box and click on Submit.                   After 

submitting a document, you should receive an email notification confirming that the document was 

uploaded and submitted successfully. Note:  Once you submit a document, it cannot be revised or 

deleted! If you accidentally submit a document in error, you will need to notify your TN Pathways 

Regional Coordinator prior to the application deadline.  

After submitting all of your documents for this section, you can move on to the Complete Submission 

Section.  

 

 

 

 

 

 

 

 

 

 

  

Uploaded Document 
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CERTIFICATION APPLICATION QUICK-GUIDE TO  

D2L BRIGHTSPACE 

Application: Complete Submission 

 

The following step-by-step instructions explain how to navigate through section one of the TN Pathways 

Certification Application in the D2L Brightspace portal. In addition to this quick-guide, you can a view a 

step-by-step video that will walk you through the final submission for review of your Tennessee 

Pathways Applications. 

Let’s Begin:   

From the content browser, click on Complete Submission which will bring the Complete Submission 

Instruction Page:  

 

 

By clicking on the first link called Submission Confirmation, you will access further instructions and the 

text box needed to complete this section.  

Submission Confirmation Link 
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Once you access this page, change the high school name and district name in the provided format. You 

will then Copy and Paste the selection in the text box provided. 

 

 

Confirm that all your pathways documents are uploaded and ready for final submission and click on the 

Submit button.  Note:  By clicking submit you are signaling that all Pathways Applications for 

this school are ready for review. Both you and the Tennessee Pathways team will receive an email 

verifying submission. If you accidentally submit, you will need to notify your TN Pathways Regional 

Coordinator prior to the application deadline.  

Thank you!  

 

 

 

 

Insert name of high school and 

district of Pathways you are 

applying for here. Then copy 

and paste in the text box 

below. 


