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Introduction, Course Setup, & Content
Follow this link for video tutorials on Getting Started in D2L. This information is also available on the CTI D2L
Training page.

D2L Overview
Accessing D2L
Desire2Learn (D2L) is a Learning Management System. It is compatible with all major up to date web browsers
(Microsoft Edge, Firefox, Google Chrome, and Safari) on both Windows and Macs. Internet Explorer is no longer
considered a current browser.
Using your web browser, you may access D2L by going to the CTI website and choose D2L Brightspace or go to
the Langston Logins page. Here you will be prompted to enter a username and password.
LU D2L Home
After logging in, you will be directed to your “Home” page. This page and its components are maintained by the
LU and are not customizable. “My Home” controls your access to other components of D2L. On this page, you may
see if you have new messages in your course(s), view personal events and news, access your D2L courses and
locker, and even change some of your personal preferences. The figure on the next page shows a standard “My
Home” page and labels some standard features.
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Navigation
Follow this link for a video tutorial on Navigation. This is also available on the CTI D2L Training page.
The Navigation Bar is found at the top of your screen and contains ‘global’ links. These links will be displayed in
the same location and format throughout D2L. In the above picture, the common Navigation Bar links are boxed
and numbered one through seven.
1. My Home: This link is a shortcut back to the “My Home” page.
2. Select a course: There is a quick course selector located in the minibar. Users can use this to select a
different course without going back to the “My Home” page. Users can also pin favorite classes to the
course selector drop down menu.
3. Message Alerts: This link lets you access D2L email and the pager tool
4. Subscription Alerts: The subscription tool is used to subscribe to discussion, dropbox, or quiz alerts
5. Update Alerts: This link allows you to view any discussion, dropbox or quiz alerts (If you have subscribed
to receive these alerts).
6. My Settings: Displays your name, profile picture, and when you click on it, you are brought to your setting
options:
a. Profile: Create and edit a profile that will be visible to other D2L users.
b. Notifications: Control how you receive notifications about activity in your courses. You can
receive a periodic summary of activity, or receive instant notifications as things happen
c. Account Settings: Change the font used, time zone, and other various account settings.
d. Log out: Signs you out of D2L
7. Quick Links Access tools for your classes
8. My Courses: This widget displays all of the courses for which you are currently a member.
9. Training Guides Contains guides for student D2L use (e.g. How to access discussion questions, how to
submit documents to the Dropbox etc.)
10. Calendar: The calendar tool can be used to link course-related events and store personal events. For more
information about utilizing the Calendar feature, see ‘Events’
11. News: This tool is used to communicate updates, changes, and new information.
12. Activity Feed: This tool contains announcements that people can respond to.
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Accessing a Course
To access a specific course, click on a course name, highlighted in blue, from the list of courses found in the My
Courses widget on the My Home page. Clicking on this link will bring you to your Course Home Page, similar to the
one shown below. You should notice some similarities between the Navigation Bar and Home widgets found on
this page and the ones that are found on your My Home page.

CTI Guide for Faculty
10 | P a g e

D2L Guide for Instructors
Copying a Course
Follow this link for video tutorials on Importing, Exporting, and Copying Courses. This information is also available
on the CTI D2L Training page.
Desire2Learn allows for instructors to copy content between courses, including, but not limited to Quizzes,
Dropbox folders, and Widgets. This is a very useful tool for instructors who offer similar courses simultaneously or
during separate semesters. The following documentation demonstrates the process of copying course
components/content from one course to another.
1. Log into the course you wish to copy content into.
2. Click Edit Course on the navigation bar.

3.

The Course Administration page will appear. Under Site Resources, select Import/Export/Copy
Components.
4. Choose Copy Components from Another Org Unit, then search for the Course to Copy.
5. Check the Existing Offering button, then select the Search for offering link. A list of previous courses will
appear. Mark the one you wish to copy content from.
6. A list of components will appear once you choose a course to copy from. Choose individual components
to copy or Select All Components and then click Continue.
a. When copying individual course components, be sure to also copy any associated files, which will
be in Course Files. For example, if you would like to copy a quiz that has images, you need to copy
both the quiz and the images associated with the quiz.
7. Review and confirm the items to be copied. If correct, choose Finish. If you need to make changes, choose
the Back button.
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Navigation Banner
The Course Homepage is divided into several different areas. To most efficiently utilize D2L, it is best to familiarize
yourself with the various items accessible on this page and on the course Navigation Bars. As an instructor, you
will have limited or no control over what appears in those areas.
Shown below is the course lower navigation bar., split into three different bars or areas.
The left side of this bar contains a list of links that allow users to move to and from various components of the
course; this cannot be changed. The links posted here will be accessible to students enrolled in your course. The
right side of this bar contains the Edit Course link.

Role Switch Widget
On the Course Home, you are able to switch your role; the Role Switch Widget shown on the right. This widget
allows you to switch your viewing perspective within your course. For example, if you edit a course component
and would like to view how the change would look to your students, go to the widget, select View as Student.
When you are ready to return to the professor view, repeat the same steps ad exit out of the student view.
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Course Customization
Upload / Delete Content Files
Follow this link for video tutorials on Managing Course Content. This information is also available on the CTI D2L
Training page.
The Manage File tool acts as a file management system for your course. We recommend that you organize the
files you wish to use in your course into folders for each module or topic covered in the course, and then store
these files in the Manage Files area. As you upload individual items into the content From the Manage Files area,
you may organize, delete, copy and move files and folders.
To Access Manage Files:
1. Click on Edit Course.
2. On the Course Administration page, click on the Manage Files link located under the Site Resources
heading

To Upload Files:
1. Click on the Upload icon. A new screen will appear, prompting you to browse for a file on your computer.
2. Locate the file on your computer and click upload. This file will now appear in your Manage Files page,
allowing you to further organize topics.
For best results and compatibility with the majority of software students own it is recommended that all uploaded
files be in PDF format.
To Delete Files:
1. Select the box to the right of the file you wish to delete.
2. Click on the trash can icon located in the tools ribbon directly above your files.
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Navigating Manage Files

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

Allows you to create a file in D2L directly.
Creates folders to help organize files.
Allows you to paste a copied file.
Allows you to upload a file from your computer.
Allows you to apply your actions to multiple files.
Allows you to cut the file and paste into another folder
Allows you to copy the file into another folder.
Allows you to delete the file
Allows you to download the file.
Will combine folders and files into one compressed download.
Will let you choose a module to put your content into in a course.

If you wish to edit an uploaded file, you must do that outside of D2L and upload the new version of the document.
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Manage Course Content
Follow this link for video tutorials on Managing Course Modules. This information is also available on the CTI D2L
Training page.

Content
Clicking on the ‘Content’ on the mini bar takes you to the content section of your course. The content area allows
you to upload supplemental materials for students. You are able to organize your course content into modules
and topics to reflect your course structure and schedule. Modules are like subject headings or chapters that are
used to structure and organize your content. Topics are added under a module and will contain an actual file, i.e. a
PowerPoint presentation or PDF File.

Course Overview
The ‘Overview’ tab would be a good place to include a course description or upload your course syllabus. You
have the ability to drag and drop items from your desktop into D2L. When you drag and drop, the system will
automatically create content topics within your course. To do so, simply highlight the document on your desktop
and drag it to the box titled “Drag a file here to add it to the overview:”
**IMPORTANT: The drag and drop feature does not currently work in Internet Explorer.

After files are placed into Content, the module hierarchy will appear on the left side. When a module is selected,
the files (topics) will then appear in the middle, but the modules will remain on the left.
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To Add a Module
1. On the content page, under ‘Table of Contents’ click on “Add a module”
2. Name your module

To Add a Topic or Sub Module
1. Click on the module you wish to add a topic or submodule to
2. Use the drag and drop feature to insert a file from your desktop. (You also have the option to upload a file
from your course content or insert a link to a different location in your course (e.g. a dropbox, a quiz, or a
discussion topic)
3. If you choose to upload a file from the course files section of your course, select ‘Add Course Files’ from
the ‘New’ dropdown menu
4. Select the file you wish to upload and click ‘Done’ (The file is now under the module you selected)

Course Schedule
The course schedule portion allows users to check on upcoming and overdue assignments. Students have the
choice of seeing Upcoming assignments or the Full Schedule. The full schedule of assignments is useful for
students who have to make up past assignments.

Move and Reorder Modules
To reorder modules:
1. Click Content,
2. Hover your mouse over the module you wish to move the move icon will appear (
3. Drag the module to the desired position in the module list
To reorder topics:
1. Click the module that contains the topic you wish to reorder
CTI Guide for Faculty
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2.
3.
1.
2.
3.

Hover your mouse over the topic you wish to move and the move icon will appear (
Drag the topic to the desired position in the topic list
Click More Actions at the top of the content homepage
Select Delete Module from the dropdown menu
Select the module you wish to delete

)

Edit Content
To Edit a Topic:
1. Click on the next to the name of the content you wish to edit
2. Select it
3. You are able to change the name of the content by clicking on the title. You can also add a description of
the content, change the content from a draft to a published document or vice versa, or add restrictions to
the topic.

Grades and the Classlist
Follow this link for video tutorials on the Gradebook tool. This information is also available on the CTI D2L Training
page.
The Grades tool in D2L allows you to set up a gradebook based on your course’s classlist. You may set up a variety
of grade items for projects, assignments, and test. Additionally, D2L allows you to coordinate grades with specific
features in D2L, such as Dropbox, Quiz, Discussion features. The gradebook can be set up on a points, weighted or
formula system. D2L gradebook can also be set to release either a final calculated grade or an adjusted final
grade.

Gradebook
The first step for utilizing the Grades tool is setting up a gradebook. A gradebook evaluates a student’s
performance by assigning points or weight to assignments, tests, essays, discussion questions or participation and
then comparing the points the student earned to the total number of points possible.
Before setting up a gradebook for your course in D2L, it is recommended that you have a clear idea of what
students will be graded on, and how much each grade item will contribute to a student’s overall grade. If you have
already made your course syllabus, it could be used as a great reference to make sure your syllabus reflects your
gradebook and vice versa. Although you may continually adjust your gradebook as the semester progresses,
changing the gradebook structure or the calculations of students’ grades after grades have been entered can
significantly alter the data.

Grade Setup Wizard
If a gradebook has not already been set up or imported for your course, you should see the Grades Setup Wizard
when you enter the Grades tool. This is located under Assessments>Grades> Setup Wizard. The Grades Setup
Wizard takes you through a list of setup options that you should set up before you create grade items and
categories. For example, it helps you make decisions about how grades should be calculated and displayed in the
gradebook.
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Tip: Most of the options in the Grades Setup Wizard have descriptions that will help clarify any questions you may
have.

Opening Page
The opening page of the Grades Setup Wizard summarizes the setup options for your gradebook, as shown in the
picture below. If you have not selected any options yet, the default settings for LU are displayed.

Click Start and follow the 7 step process to set up your gradebook.

Choose a Grading System
The grading system determines how the grade items in your gradebook
contribute to students’ final grades.
You may choose to have a Weighted, Points, or Formula based grading
system.
Use a grade system that is consistent with your syllabus.

Grading Systems
Selecting a grading system is the first step in setting up your gradebook. The grading system determines how the
grade items in your gradebook contribute to the final grade. There are two main options:
1. Grade items can count as a percentage of a final grade worth 100%.
2. Grade items can count as a finite number of point to be totaled for a final grade.
CTI Guide for Faculty
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You should choose the option that best matches how you plan to evaluate students in your course.
Weighted System
Use the weighted system to calculate grade items as a percentage of a final grade worth 100%. Notice in the
figure below that the three grade categories (see page 13 for more information on grade categories), Quizzes,
Tests and Essays, add up to 100%. Under the weighted grade system, items in each category also add up to 100%,
but individual assignments can have a different maximum number of points. The weight assigned to an item
within a category counts towards a percentage of that category, not the final grade. For example, in the
gradebook shown below, the “Outline Research Topic” counts as 10% of the Essay category. Since the Essay
category is worth 45% of the Final grade, the “Outline Research Topic” is worth 4.5% of the Final grade.

Note 1: Since it is a category’s weight and not an individual grade item’s weight that counts toward the final
grade, the final grade is inaccurate until all items in a category are graded. Therefore, releasing calculated final
grades to students before the end of the course may be misleading.
Note 2: You will receive a warning message at the top of your gradebook if your grade items and categories do not
add up to 100%. You can choose to ignore this warning; a balanced gradebook is not required.
Points System
Use the points grade system when you want the maximum points assigned to a grade item to be equal to its
contribution to the final grade. Final grades are calculated by adding a student’s score on all grade items together
and dividing by the sum of the maximum number of points available. The sum of the maximum points for grade
items does not need to equal 100. In this grading system, categories are not assigned a weight or total point
number because each individual grade item counts towards the final grade. Notice in the example below, that this
gradebook does not contain a column for weight, and that categories cannot be assigned a value.
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Tip: Make sure that point values for assignments and tests make sense within the setup of your course. Projects,
Tests and Exams should have a higher point value that reflects their overall contribution to the final grade than
smaller grade items like quizzes and homework.

Step 2: Final Grade Released
This step allows you to select the type of grade that will be calculated and released in your gradebook. Notice in
the figure that you have two options for Final Grade Calculation.

Calculated Final Grade
A student’s calculated final grade is calculated based on the grading system set up in the gradebook. It cannot be
adjusted to accommodate special circumstances without editing individual grade items or categories and
recalculating the total.
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A calculated final grade might be used when:
a. An instructor with a large class releases the calculated final grade because it is the fastest and
easiest way to release grades to students.




An online training course is offered without an active instructor. The course consists of a number of
reading topics and multiple choice quizzes. The quizzes are graded automatically and all grades, including
the calculated final grade, are kept up-to-date and released to students.
A school requires that instructors set their gradebook up in a particular way and release the calculated
final grade to help ensure consistent grading.

Adjusted Final Grade
The adjusted final grade lets you modify or adjust a student’s grade before releasing it. You can use the calculated
grade for final grades that don’t need adjustment.
An adjusted final grade might be used when:
b. A beginner graphic design course teaches students to use publishing software. The instructor uses
the same criteria to grade each student on individual assignments, but adjusts students’ final
grades to account for previous knowledge with the programs and improvement.
c. An instructor reviews students’ grades before releasing them and rounds up students that are
close to achieving a benchmark, such as rounding 79% to 80% so a student receives honors or
rounding 47% to 50% so a student passes the course.
d. An instructor applies a bell curve to students’ final grades to raise the class average. Individual
grade items are left unadjusted so the instructor can compare results to previous years.

Step 3: Grade Calculations
The grade calculations step provides additional choices for calculating students’ grades. Specifically, it lets you
decide how you want to calculate ungraded items and whether you want to keep students’ final grades up to date
automatically.

Step 4: Choose Default Grade Scheme
Click here for a video on Creating Grade Schemes.
Grade schemes define how grades are organized or labeled within a course or for a particular grade item. Grade
schemes can be created at the organizational level and made available to grade items or at the course level and
used within that particular course. The Grades Setup Wizard lets you set the default scheme for your course. The
default option is percentage, located at the top of the screen. This will show student’s grades as a percentage of
points earned to points possible. For example, if a course is graded out of 450 possible points, and a student has
earned 425 points, their grade will be displayed as a 94.44%.
Note: We recommend using percentage as your default grade scheme.
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Step 5: Managing View Display Options
This step controls how many decimal places are displayed to instructors.

Step 6: Submission View Display Options
This step controls how grades appear to students. You can set whether they see the number of points earned, any
assigned schemes, and the final grade.
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Step 7: Grade Setup Summary
The final step summarizes the choices you made while setting up your gradebook. If you change your mind on any
of the choices, click the Back button to return to the step and adjust it. Clicking Finish on this page completes the
setup and takes you to a list of options for continuing work in the Grades tool.

Grades Settings
Like the Grades Setup Wizard, the Grades Settings pages let you adjust how your gradebook is displayed and
calculated. To access the Grades Setting page:
Click the Grades Settings icon on the right side of the grades homepage.
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Personal Display Options
The Personal Display Options page, shown below, lets you set what information you want to display in your
gradebook. Setting these options help you set up a gradebook that has the information you need and is easy to
navigate and read.

Org Unit Display Options
The Org Unit Display Options page, lets you set what information to display to all instructors and students in a
course.
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Calculation Options
The Calculations Options page lets you set or change the type of grading system you use to calculate student’s
grades, whether you want to release the calculated final grade or an adjusted final grade, and how you want to
calculate ungraded items.
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Grade Schemes
Follow this link for video tutorials on Grade Schemes. This information is also available on the CTI D2L Training
page.
A grade scheme is a way of organizing student’s performances on grade items into levels of achievement. Make
sure your grade scheme is consistent with your syllabus.
Examples grade schemes:
●
●
●

Letter: I, F, D, C, B, A, A+
Numeric: 2.0, 2.5, 3.0, 3.5, 4.0
Text: Below Expectations, Meets Expectations, Exceeds Expectations

Set Default Scheme
To access scheme settings, click Grades under the Assessments dropdown and select Schemes.

On the schemes list, you can select the default scheme for your course.
●

Click the set as default grade scheme icon beside the grade scheme you want to make the default for
your course.

Create New Scheme
1. Select New Scheme while in the Schemes section of D2L
2. Set a name for your scheme
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3. Choose the type of symbol you would like to use for your grade scheme. To add more ranges, click the
Add Ranges link at the bottom of the page.
4. Define the range that each assigned symbol will cover by entering in the start percentage. Notice that you
must go from low to high when assigning the range.
5. You may also assign colors and values to your scheme, although those items are optional and do not have
to be included in your grade scheme.
6. Click save.

Gradebook Categories and Items
Follow this link for video tutorials on Gradebook Categories. This information is also available on the CTI D2L
Training page.

Gradebook Categories
Gradebook categories let you organize and group related grade items into sections. For example, you could have
separate categories for Assignments, Quizzes, Case Studies, Participation, Discussions, etc. When grade items are
grouped together in a category, you can distribute points equally across all grade items and drop the highest or
lowest item in a group. Categories are used to group grade items together. If you are using a weighted gradebook,
you can assign a category to be worth a certain percentage of the final grade. You can either create a category
first or create one while you are creating your grade items.
To create a new category:
1.
2.
3.
4.

Click ‘New’ under the ‘Manage Grades’ Tab
Choose ‘Category’
Define a name for the category.
Under the Grading Heading:
e. Check “Can Exceed” if you are offering extra credit in this category, and students can exceed the
number of possible points.
f. Check “Exclude from Final Grade Calculation” if you do not want this category to be counted
towards the calculated final grade in your gradebook.
g. Check “Distribute Points Across All Items” if everything in this category is worth the same amount
of points. You can also choose to drop either the lowest or highest grade item if points are
distributed equally in this category.

5. Under the Display Options
○ Check “Display Class Average to Users” if you want students to be able to view their score in
relation to the rest of the class.
○ Check “Display Grade Distribution to Users” if you want students to be able to see how many
students received an A, B, C, D, etc.
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6. Under the Grade Restrictions Tab you can hide the category or assign a start date for the category to
appear to users.
7. Click Save.
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Grade Items
Follow this link for video tutorials on Grade Items with Points. This information is also available on the CTI D2L
Training page.
Grade items represent the individual assignments, quizzes, performance measurements, etc. that you want to
grade students on. Each grade item has its own entry in the gradebook, which you assign a grade to for each
student. Grade items can be tied to other course objects, such as quizzes or discussion forums, or they can exist
independently. Grade items can be graded numerically, based on a grade scheme, or with a simple text message,
depending on the grade item type chosen.
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Numeric Grade Item
1.
2.
3.
4.
5.
6.

7.
8.

9.
10.
11.
12.
13.
14.
15.
16.
17.

From the Manage Grades area, click ‘New’ and select ‘Grade Item’
Select Numeric.
Enter a Name for the grade item.
Enter a Short Name to display in the gradebook. This is an optional step. If you do not enter a Short Name,
the Name you enter will be displayed by default.
If you want the grade item to be associated with a category, select a category from the Category dropdown or click New Category and create a category yourself.
Enter a description of the grade item. If you want to make the description available to students, select
Allow students to view grade item description. This field is optional, but can be helpful to you or your
students for clarification purposes.
Enter the value you want the item graded out of in the “Maximum Points” field.
If you are using the weighted system, enter the Weight you want the grade item to contribute to its
category. If the item does not belong to a category, enter the Weight you want it to contribute to the final
grade.
If you want students’ grades to be able to exceed the total value of the item, select “Can Exceed.”
Select “Bonus” if you want the item to be counted as extra credit in your gradebook.
If this assignment does not contribute to the final grade, select the “Exclude from Final grade calculation”
box.
Select a Grade Scheme to associate with the item, if applicable.
Under the Display Options
Check “Display Class Average to Users” if you want students to be able to view their score in relation to
the rest of the class.
Check “Display Grade Distribution to Users” if you want students to be able to see how many students
received an A, B, C, D, etc.
Under the Grade Restrictions Tab you can hide the grade item or assign a start date for the grade item to
appear to users.
Click Save or Save and New.
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Linking Grade Items
Follow this link for video tutorials on Associating Grade Items. This information is also available on the CTI D2L
Training page.
You can associate quizzes, dropbox folders, and discussion forums and topics with grade items.
When creating a new quiz, new discussion topic, or new dropbox folder, there is an option to create a New Grade
Item or associate the new quiz, discussion topic or dropbox folder with a previously created Grade Item.
Click
Quizzes: Assessment Tab
To link a quiz to the gradebook:
1. Locate the Assessment tab.
2. Choose a Grade Item from the Drop-Down menu to associate with the quiz. If you have not already
created the grade item you want to associate with the quiz, then click the “add grade item” hyperlink. A
pop-up will appear with a condensed version of the Numeric Grade Item Screen.
3. Check the “Auto Export to Grades” box. This will allow students’ grades to appear automatically in your
gradebook after taking a quiz that can be graded electronically. Note: If your quiz contains essay
responses, then you will have to manually enter grades for that portion of a student’s quiz.
4. Click “Save Quiz.”

Discussion Topic: Assessment Tab
To link a discussion topic to the gradebook:
1.
2.
3.
4.

Choose on the discussion topic you wish to link
Select ‘Edit Topic’ from the dropdown next to the topic name
Locate the Assessment tab.
Choose a Grade Item from the Drop-Down menu to associate with the topic. If you have not already
created the grade item you want to associate with the quiz, then click the “new grade item” hyperlink. A
pop-up will appear with a condensed version of the Numeric Grade Item Screen.
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5. Enter a value to score the discussion topic out of.
6. If this discussion has more than one message per student, you may wish to check “Allow assessment of
individual posts.” In this case:
○ Check the box.
○ Select a calculation method. This will let you average the message score or select a minimum or
maximum.
○ Check the “Include unassessed messages in the calculated score as zero” if you wish to not
manually enter zeros for discussion messages.

7. Click “Save.”
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Dropbox: Properties Tab

To link a dropbox folder to the gradebook:
1. Locate the Properties tab by clicking the dropdown arrow next to the Dropbox name. Click “Edit
Properties.”
2. Choose a Grade Item from the Drop-Down menu to associate with the Dropbox folder. If you have not
already created the grade item you want to associate with the Dropbox folder, then click the “add grade
item” hyperlink. A pop-up will appear with a condensed version of the Numeric Grade Item Screen.
3. Designate how many points are possible in the “Out Of” field.
4. Click “Save.”

Enter Grades
Follow this link for video tutorials on Entering Grades. This information is also available on the CTI D2L Training
page.
The Enter Grades area is where you enter, import, and export grades. In this area you see your gradebook
organized by student.

Student List View
From the Student List you can grade students by user, item, category, or final grade. You can also switch between
the standard view of the gradebook and a spreadsheet view that allows you to enter grades directly into the
Student List.
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Spreadsheet View

From the Enter Grades page, click the “Switch to Spreadsheet View” option.
1. Enter grades in the input fields in the Student List
2. Click Save.
h. To enter grades by student – click on the name of the student from the list.
i. To enter grades by grade item – click the dropdown arrow next the desired grade item as seen
below. This allows you to grade all submissions for that item at the same time.
Note: To enter grades for items associated with the Quizzes, Dropbox or Discussions tool – You can enter or
update a grade from either the Grades tool or the tool the item is associated with. However, changes made in the
Grades tool are not updated in the associated tool.

Export Grades
You can export grade items, including final grades, to a CSV (comma delimited) file for use in other applications or
offline grading. If you plan to import grades back into the learning environment, make sure you do not change the
structure of the file, although you can add new grade items. To export grade items:
1. From the Enter Grades page, click Export Grades.
2. Select the Key Field you want to use to identify students.
3. Select the Grade Values and Student Details you want to export.
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4. Select the Grade Items you want to export.
5. Click Export to CSV.
6. Use your browser’s save dialog to save the file to the appropriate location.

Calculate Final Grades
Follow this link for video tutorials on Releasing Final Grades and for Troubleshooting Final Grades if they are
displaying incorrectly.
The Final Grades page lists the calculated final grade for each student in your gradebook. It is up to you to ensure
that these grades are accurate. Final grades may be inaccurate if:
1. You did not select the “Automatically Keep Final Grades Updated” option when setting up your
gradebook.
2. “Treat Ungraded Items as Zero” is checked and items exist in the Gradebook that have not yet occurred.
3. “Treat Ungraded Items as Zero” is not checked and users missing assignments do not have zeros entered
in them.
To access the Final Grades page:

1. Click the dropdown arrow next to ‘Final Calculated Grade’ on the Student list or Grades List as seen above.
2. If you have an adjusted final grade set, then you will be able to make adjustments to your students’ final
grades.
3. To make sure that your students will be able to view their final grades you must make sure the Release
Final Grade box is checked for each student

Exempting Students From a Grade Item
Follow this link for video tutorials on exempting students from final grades. This information is also available on
the CTI D2L Training page.
To exempt a student from a grade item:
1. Make sure you're in Enter Grades. If you're in Manage Grades, the default landing page in the Grades tool,
click the Enter Grades link located at the top of the screen.
2. Click the name of the participant for which you would like to exempt from a grade item.
3. Click the down arrow to the right of the participant's name and select
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4. Select the grade item(s) you wish to exempt for the student by clicking the checkbox to the right of the item

5. Click Save and Close

CTI Guide for Faculty
36 | P a g e

D2L Guide for Instructors
Restricting Grade Items to Specific Groups or Sections
By restricting grade items to specific groups or sections, you can prevent students who are not assigned the
assignment from seeing the grade item when they view their grades. This would work well in course with both
undergraduates and graduate students, as graduate students typically are required to complete additional
assignments.
1. Login to D2L and navigate to the course you wish to work with
2. Click on Assessments then Grades
3. Locate the grade item you wish to restrict and click the drop down arrow
a. You can also restrict grade categories, and all the grade items under that category will inherit the
restrictions. For example, you could create an undergraduate and graduate grade categories and
place the corresponding assignments under each category.

4.
5.
6.
7.
8.

Select Edit Grade Item
At the top, click on the Restrictions Tab
Under Release Conditions, click the button labeled Create and Attach
A new window will pop-up, click the drop-down under Conditions and select Group Enrollment
Click the drop down under Group, and select the group or the section you wish to restrict the grade item
to
9. Select Create
10. Select Save and Close
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Classlist
Follow this link for video tutorials on using the classlist.
Use the Classlist tool to view and manage information about your class participants. In the Classlist you can view a
list of students and other participants like teaching assistants or technology fellows, student profiles and student
progress.

To access the Classlist, tool click on the Resource link on the navigation bar and select ‘Classlist’ from the
dropdown menu.
Users who are currently online appear with a green dot to the left of their user name in the Classlist.
Classlist allows you to view:
1.
2.
3.
4.
5.

Enrolled Users
User Profiles
User Homepage
User Progress
Email addresses

Adding Participants
Note: Students are automatically enrolled in all active D2L courses, so these steps are only necessary for adding
additional instructors, Tech Fellows, Teaching Assistants, etc.
1.
2.
3.
4.
5.

Click on Classlist.
Click on “Add Participants”
Select “Add an existing user”.
Using the search feature, enter either the User ID or the last name of the person you want to add.
From the list of available names, check the box of the person you want to enroll and select the role you
want that person to have in your class.
6. Click “Enroll Selected Users.”
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Email a participant from the Classlist
1. To send an email to someone in the Classlist tool:
2. Select an individual user by clicking on their name
3. To send an email to multiple participants:
○ Select individual users by checking the box next to the name, and then use the email button.
○ Select a tab, then select email all users in tab.
4. To email all members of a group, select the Groups tab and click the name of the group.
The main email page will open with the user’s email address in the “Bcc” field.

View User Progress
This tool allows you to view the progress of a single user. This view student progress page can be useful in a
variety of different ways. You may use this page to show a student their grade progress in an individual
conference. You may view all of their discussion posts together, or all of their dropbox submissions together, or
access information regarding the amount of time that students have spent viewing content.

1.
2.
1.
2.
3.
4.

Click on the dropdown arrow next to the user’s name and select ‘View Progress’ as seen above
Under “Progress Selection,” use the “Change” button to view different progress areas.
Select User Progress from the Resources dropdown menu
Select Settings in the upper right hand corner of the user progress page
Click the dropdown arrow next to the ‘indicator’ you with to change
Browse the available ‘indicators’ and select the ‘indicator’ you wish to have reported
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Enrollment Statistics
This feature allows you to see a summary of users that have been enrolled or withdrawn from your course.
1. Click on the ‘Enrollment Statistics’ link on the top of your Classlist. Summary information will be displayed
about currently enrolled users.
2. Withdrawn users are displayed underneath the summary of current users.

Sorting and Searching
Sorting
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The Classlist has tabbed viewing that allows you to view groups of similar individuals. The first tab displays
everyone associated with the course by default. Students are displayed in another tab and instructors, graduate
teaching assistants, tech fellows, K-12 students and guest each have an individual tab.
Once groups are created in the Classlist, a Groups tab appears that contains the enrollments within the groups.
On this tab, you will be able to show all group types or show a specific type. You will learn how to create groups in
the third tutorial.
Searching
Type a search string into the Search for field. Click the Search button and it will return the search results.

Communication Tools and Personal Tools
You can keep your communication completely within D2L if you want by using the communication tools.

Calendar
Follow this link for video tutorials on creating course events.
Adding a Course Event
Course events can be viewed by all course participants. Use course events to enter items into the calendar, such
as project due dates and exam information that are important for students and other participants.
1. On your course home page, click the dropdown arrow next to ‘Calendar’ and select ‘Go To
2. Calendar’
2. Click the Create Event button.
3. Type the ‘Title’ of your event.
4. Add a ‘Description’ of your event, if you would like.
5. Add ‘Attendees’ to your event
6. Select a Date
7. Click ‘Create’
Note: If you teach more than one course, you cannot create an event and apply it to all courses. Events are course
specific.
On the main calendar page, the date that you defined your event will now have the event listed.
When you return to your course home by clicking the Course Home link from the navigation bar, the Events
widget on the course home page will reflect your newly added course events that are on the current day.

Searching the Calendar
To search your calendar for events, type the name of the event you are searching for in the search space within
your calendar and click the magnifying glass.

News and Activity Feed
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Click here for a video on the News tool. Click here for a video on the Activity Feed.

News vs Activity Feed
The News tool is a method of communicating updates, changes, and new information to your course participants.
The News tool is located in the middle of the Course Home page and can be used to add interesting pictures,
quotes, news stories, URLs, agendas for weekly activities, links to various updated areas of the course, etc. News is
typically the first thing a participant sees upon logging into the course, it is recommended that News be updated
regularly to keep your participants engaged in your course. Students cannot respond to the News items. However,
they can respond to the Activity Feed. If you want your students to be able to ask questions about your
announcement or to post an assignment quickly as an announcement, use the Activity Feed tool.
1.
2.
3.
4.
5.
6.

From the Course Home page click the dropdown arrow next to ‘News’
Enter text for the Headline.
Enter text in the Content box. The advanced tab can be used to customize the content.
Set the Availability dates/times (if desired)
Attach a File (if desired), displayed below.
Click Save

Editing a News Item
1. To edit a news item click on the dropdown arrow next to the item you wish to edit and select ‘Edit’
2. Make any required changes.
3. Click Save.

Adding and Deleting Release Conditions
Release conditions allow you to associate a news item with other items in the learning environment. For example,
you could require that students complete an assignment before they see a news item. In the Release Conditions
section, click either Attach Existing or Create and Attach.

Reorder News Items
1. Click the Reorder button from the dropdown box next to ‘News’
2. Select the new position for a news item using the Sort Order drop-down list beside it name. The positions
of the other news items adjust accordingly.
3. Click Save
Deleting News Items
In your News widget, select dropdown arrow next to the news item you wish to delete and click Delete.
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Course Mail
To access course mail, select Course Mail icon from the upper right navigation bar, then select ‘Go to Email’.

Manage Mail Settings
To access your email setting, select
from the email homepage. Under Settings, you have the ability to
change your email options, change display options, and change forwarding options.

Manage your Address Book
Add, change, or search for names from your email address book by selecting the Address Book from the
dropdown menu on the right side of the Email Homepage.
Selecting Address Book will open up a list of your current contacts. You need to add contacts to your address book
manually. Your class participants will not auto populate into this tool.
Note: students will be automatically populated (added) into the class list.
Adding a Contact
1. Type in the username (if known) and click Add –OR—Add Classmate(s), check the box next to the names
of the classmates you wish to add and click Add icon.
2. When you are finished adding users, close the pop up box. The participants (or users) that you just added
will now be shown in the Personal Contacts list on the Pager pop-up.
Removing a Contact
1. In the Pager pop-up, click Remove. The Remove Contact pop-up displays.
2. Select the user(s) that you want to remove from your Contacts List.
3. Click Remove and then Close. The contacts will now be removed from your Personal Contacts list on the
Pager pop-up.

Send a Message
1. Click the New button, In the Send pop-up, click the To button, select the user and click OK.
2. Type your message in the Message field.
3. Click Send.
Everything is documented on D2L, so if you ever want to review a conversation, simply click the H beside the
user’s name and you can review pager history.
The Preferences tool on the My Home page allows you to change your online status, font settings, paging
preferences, discussion room layout, email preferences, and password. Customizing your personal settings is a
great way to ensure that you are comfortable in your teaching environment.
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Discussions
Follow this link for video tutorials on discussion tools. This information is also available on the CTI D2L Training
page.
To access the Discussion tool, click the Communications link on the lower navigation bar and select Discuss from
the dropdown. There are two levels to the Discussion tool: Forums and Topics. Forums are used to organize your
discussion topics. Topics are the actual place where discussions take place.

Creating a New Forum
Forums are used to organize your topics. Discussions take place inside a topic, and each topic must belong to a
forum to be visible to your students. Any settings that you apply to a forum are also applied to all of the forum’s
topics.
1.
2.
3.
4.

On the main discussion page, click New and select New Forum from the dropdown.
Enter a Title
Enter a Description
Set any Forum Options: Availability, and locking options
a. First option: Control whether course participants can post anonymous messages
b. Second option: Choose whether a member of the instructional team must approve all messages
before they are posted to the Discussion
c. Third Option: Select whether course participants are required to make an original post before
they can read and reply to other posts
d. Fourth Option: Select if you want to display the forum's description in addition to the topic
description, when viewing the topic.

Set times for availability for Discussion Topics or Forums to be visible or hidden during specific dates and times.
Locking options are used when you want to allow participants to retain visibility of the Forum or Topic, but block
them from being able to post a message outside of the restricted dates.
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Forum Table
TO:
Automatically create a topic
Enable participants to post
messages anonymously
Require messages to be
approved
Hide the forum (See page 13
for an explanation of how to
hide a forum)

Lock the forum (See page 14
for an explanation of how to
lock a forum)

DO THIS
Select Create a new topic in this forum with the same name
Select Allow anonymous messages. This setting applies to all
topics within the forum, regardless of topic-level settings. Note
that anonymous messages cannot be evaluated.
Select Messages must be approved before being displayed. This
setting applies to all topics within the forum, regardless of
topic-level settings.
If the options in the Availability section are not visible, click
Show forum visibility options, then do one of the following:
 To hide the forum when it is created, select Hide this
forum. It will remain hidden until Forum is always visible is
selected again.
 To make the forum visible within a date range, select
Forum is visible for a specific date range and specify a Start
Date when the forum will become visible and/or an End
Date when it will be hidden again.
If the options in the Locking options section are not visible, click
Show locking options, then do one of the following:
 To lock the forum when it is created, select Lock forum. It
will remain locked until Locked forum is selected again.
 To open the forum within a date range, select Unlock forum
for a specific date range and specify a Start Date when the
forum will be unlocked and/or an End Date when it will be
locked again.

Creating a New Topic
Topics are where discussions actually take place. Your course can include as many topics as you like, organized
into forums. Each topic normally includes a description that defines the purpose of the topic and guides the
conversation.
1. Do one of the following:
a. a. On the main discussion page, click New and select New Topic from the dropdown
b. b. If you have just created a forum, click the Save and Add Topic button.
2. In the Forum drop-down list, select the forum in which you want to create the topic.
3. Select a button for a Topic open to the entire class or a Group Topic.
4. Enter a Title for the topic.
5. Enter a Description
6. Set the desired topic options
a. Control whether course participants can post anonymous messages.
b. Choose whether a member of the instructional team must approve all messages before they are
posted to the Discussion.
c. Select whether course participants are required to make an original post before they can read and
reply to other posts.
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7. Click Save or Save & New to add a second topic in the same forum.
Discussion Thread Table
TO
Enable anonymous message
posting
Users must start a thread before
they can read and reply to other
threads
Require messages to be approved
Hide the topic(\

Lock the topic

DO THIS
Select Allow anonymous messages. Note that anonymous
messages
Cannot be evaluated.
If you want to require that your students create their own,
original, thread before they are able to see or respond to
other student’s threads
Select Messages must be approved before being displayed.
If the options in the Availability section are not visible, click
Show topic visibility options, then do one of the following:
To hide the topic when it is created, select Hide this Topic. It
will remain hidden until Topic is always visible is selected
again.
To make the topic visible within a date range, select Topic is
visible for a specific date range and specify a Start Date when
the topic will become visible and/or an End Date when it will
be hidden again.
If the options in the Locking options section are not visible,
click Show locking options, then do one of the following:
To lock the topic when it is created, select Lock topic. It will
remain locked until Unlock topic is selected again.
To open the topic within a date range, select Unlock topic for
a specific date range and specify a Start Date when the topic
will be unlocked and/or an End Date when it will be locked
again.

Creating Groups
1.
2.
3.
4.

Click Edit course in the upper right navigation bar
To create a new group, select Groups from ‘Learner Management’ on the Edit Course homepage
Click on New Category
Name your group in the “Category Name” section. (ex. Chapter 1)
a. Note: You have the option of giving a description
5. Select the “Enrollment Type” you prefer.
a. Enrollment types
b. # of Groups – The professor enrolls students
c. Group of # - computer enrolls students
d. # of Groups – computer enrolls students
i.
**Most often selected is the “number of groups”
e. Group of # - Students self-enroll
f. # of Groups – Students self-enroll
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i.

6.
7.
8.

9.

Note: If you plan to allow participants to self-register for groups, you will need to add the
Groups tool to your course's navigation bar.
Type in how many groups you would like in “Number of Groups” or type in how many students you would
like in a group under “Number of Users”
“Advanced properties” gives you the options to “Auto-Enroll New Users” and randomize the group.
a. Note: Advanced properties will only appear if you select # of group above.
Under “Additional Options”, Select where you would like to create your workspace.
a. Most often groups are used within discussions.
b. Click on the desired workspace and click Save.
Select the forum you would like the groups to appear in and then click “Create and Next. You will get a
screen summary and click “Done”.
a. Note: If the forum has not been created yet you can click on “New Forum” and create a new
discussion for the topic.
b. Note: Use “Add Another” to add more than one group discussion to a forum

Note: When you go back to the “Discussions” tab, you should see the created groups
Tip: After you have added groups in the discussion areas, go to the discussion tab and click on “Group
Restrictions”. This allows you to limit which group sees what postings.

Creating Group restricted Discussion Topics from an existing Group
Category
1.
2.
3.
4.
5.

6.
7.
8.
9.

Click Edit Course
Select Groups
Hit the drop down arrow under “View Categories” and select the Group Category you want to use
Select the drop down arrow next to the name of the Group Category, and select Edit Category
Under “Additional Options” select Setup Discussions Areas and click Save
a. Note: If you have already created Discussions under this Group Category, scroll down to “Existing
Workspace” and click Edit Discussion Restrictions. Select the Forum you want to add group
restricted topics to and click on automatically create restricted topics. Select the Forum again, and
hit Create and Next.
Choose the Forum you want to have Group Restricted Topics or click New Forum if you have not yet
created a Forum
Select how you want the topics to be created
Click Create and Next
Select Done

Editing a Forum or Topic
1. On the main discussions page, click the dropdown arrow next to the forum/topic you wish to edit and
select Edit forum or Edit Topic
2. Select the tab containing the information you want to edit.
a. Note: Switching between tabs automatically saves any changes made on the current tab.
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3. Make your changes.
4. Click Save if applicable.

Copying a Forum
Copying a forum creates a new forum with the same properties as the original. You can choose to copy the
forum’s topics as well as any pinned messages within those topics. Copying a forum does not copy any normal,
unpinned messages inside the forum’s topics; however you can copy or move individual messages from existing
topics once the new topics are create.
1.
2.
3.
4.
5.

On the main discussions page, click Copy from the ‘More Actions’ tab
Select Copy a Forum
From the Forum to Copy list, select the forum you want to copy.
In the New Forum Title field, type a name for the new forum.
Select the options you want:
a. Copy topics - Select this option to copy all of the topics inside the forum
b. Copy pinned threads - If you choose to copy topics, select this option to copy any pinned
messages within those topics. If you use pinned messages to post information about a topic
(rules, evaluation criteria, etc.) you may want to copy these messages along with the topics.
c. Click Copy.

Copying a Topic
Copying a topic creates a new topic with the same properties as the original. Links to grade items or competency
activities are not copied. You can choose to copy pinned messages along with the topic. Copying a topic does not
copy any normal, unpinned messages inside the topic, however you can copy or move individual messages from
inside the existing topic once the new topic is created. If you want to move a topic from one forum to another,
edit the topic and select a new forum from the Forum drop-down list on the Properties tab.
1.
2.
3.
4.
5.

On the main discussions page, click Copy from the ‘More Actions’ tab
Select Copy a Topic
From the Topic to Copy list, select the topic you want to copy.
In the New Topic Title field, type a name for the new topic.
From the Copy Destination list, select the forum you want to copy the topic to. If you select multiple
forums, multiple copies of the topic are created.
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6. Select Copy pinned messages if you want pinned messages to be copied into the new topic.
a. Note: If you use pinned messages to post information about the topic, you may want to copy
these messages.
7. Click Copy.
Reordering Forums and Topic
If you want to move a topic from one forum to another, edit the topic and select a new forum from the Forum
drop-down list on the Properties tab.
1. 1. On the main discussions page, click Re-Order from the ‘More Actions’ tab.
2. 2. From the drop-down list in the Sort Order column, select the position in the list where you want each
forum or topic to appear. Forums are ordered relative to each other; topics are ordered within each
forum.
a. **If the topics in a forum are not visible, click the +Expand icon next to the forum, or click Expand
All at the top of the list.
3. 3. Click Save.
Hiding a Forum or Topic
Topics and Forums that are hidden are not displayed on the content page (except for users with permission to see
hidden forums and topics or to manage discussions). By hiding topics and forums, you can control which items
students can access at different times throughout the course. You can also specify start and end dates for when a
forum or topic is visible so you can set up visibility ahead of time to match your course’s schedule.
Tip: Instead of scheduling a topic to disappear as soon as you want the discussion to end, consider locking the
topic at that point and keeping it visible for another few days. This allows students to review the discussion after it
has closed so that they don’t miss the last messages added.
1. On the main discussions page, click the dropdown arrow next to the forum or topic you want to hide
a. Note: You can also set visibility options when creating a new forum or topic.
2. If the options in the Availability section are not visible, click Show forum visibility options or Show topic
visibility options.
3. Select the options you want:
a. To hide the forum or topic immediately, select Hide this forum or Hide this topic. The forum or
topic will remain hidden until you select Forum is always visible or Topic is always visible again.
b. To hide the forum or topic until a certain date or after a certain date, select Forum is visible for a
specific date range or Topic is visible for a specific date range, then select Has Start Date or Has
End Date and specify the dates.
4. Click Save.
Locking a Forum or Topic
Locking a forum or a topic prevents users from posting new messages or modifying existing messages, essentially
making the conversation “read only.” It can be an effective way of closing a conversation while allowing users to
refer back to messages
1. On the main discussions page, click the dropdown arrow next to the forum or topic you want to lock and
select Edit Topic or Edit Forum
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a. Note: You can also set locking options when creating a new forum or topic
2. If the options in the Locking options section are not visible, click Show locking options.
3. Select the options you want:
a. To lock the forum or topic immediately, select Lock forum or Lock topic. The forum or topic will
remain locked until you select Unlock forum or Unlock topic again.
b. To open the forum or topic within a date range, select Unlock forum for a specific date range or
Unlock topic for a specific date range, then select Has Start Date or Has End Date and specify the
dates.
4. Click Save.

Setting Release Conditions
Follow this link for video tutorials on D2L release conditions. This information is also available on the CTI D2L
Training page.
Release conditions allow you to specify requirements that students must satisfy before they can access a
discussion forum or topic. For example, you might require that students view a content topic or submit an
assignment to a dropbox folder before accessing a discussion topic. Or you might create an extra-help discussion
topic for students who fail a particular quiz.
Add Release Conditions to a Forum or Topic
1. On the main discussions page, click the dropdown arrow next to the forum or topic you want to add
release conditions to and select Edit Forum/Topic; or, if you are creating a new forum or topic, you can
add release conditions after clicking Save.
2. Click the Restrictions tab.
3. If the controls in the Release Conditions section are not visible, click Show Forum Release Conditions or
Show Topic Release Conditions.
4. Do one of the following:
a. If you have already created a release condition elsewhere and want to attach it to this forum or
topic, click Attach Existing. Select the condition(s) you want to add, and then click Attach.
b. If you want to add a new release condition that does not already exist, click Create and Attach.
Enter the details for the new release condition, and then click Create.
5. Click Save.
Remove Release Conditions from a Forum or Topic
1. On the main discussions page, click the drop down arrow next to the forum or topic you want to remove
release conditions from and select Edit this Forum/Topic.
2. Click the Restrictions tab.
3. If the controls in the Release Conditions section are not visible, click Show Forum Release Conditions or
Show Topic Release Conditions.
4. Click the Remove Condition icon next to each condition you want to remove. Or, to remove all conditions,
click the Remove All Conditions icon at the top of the list of conditions.
5. Click Save.
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Deleting a Forum or Topic
1. On the main discussions page, click the dropdown arrow next to the forum or topic you wish to delete and
select Delete.
Note: If you select to delete a forum, it will also delete the topics within that forum.
Restoring Deleted Forums/Topics
You have the option of restoring previously deleted discussion forums and topics:
1. On the main discussions page, select Restore from the More Actions drop down arrow
2. Select the Restore button next the Forum/Topic you wish to restore
3. Confirm your restoration by select Restore this Forum or Topic

Changing Settings and Preferences
On the main discussions page, click
preview the Settings page.

Settings in the upper right hand corner of the page. See figure below to

Tip: You can also modify some of your personal display settings from My Preferences on the My Home page.
1. Unit settings apply to all users and all forums and topics in your course.
2. Personal settings control the way you view messages inside a topic. These settings apply to all course
offerings wherever you access discussions but do not affect other users.

Viewing Statistics



To view discussion statistics for a specific forum or topic, click the
View Topic Statistics option
from the drop down arrow next the to topic you wish to view the statistics for
To view statistics for the entire course’s discussions, click Statistics on the menu bar on the main
discussions page.

Tip: You can sort statistics by clicking on any column heading.
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Discussion Posts
If you are using the Grid Style message list, click on the subject of any message to view that message/post. The
message is displayed either in a preview pane at the bottom of the window or in a separate window, depending
on whether you have selected the option.
Finding New Posted Messages
To help you keep up with new posts added to your course’s discussions:
1. If you use the Updates widget on your course homepage, the widget displays the total number of unread
messages for all discussion topics in your course.
2. On the main discussions page, the number of unread messages appears beneath each topic
Subscription to Discussions
For each discussion topic, in each of a user’s courses, users can elect to receive email notification alerts. For
example, an instructor may want to receive an instant email alert whenever a student posts to the “Raise your
hand” discussion topic. Instructors may also decide to subscribe to a discussion topic for a specific period of time;
for example, an instructor who is traveling may want to receive email alerts when students post in that week’s
discussion assignment since s/he will have limited D2L access. In any case, it is not recommended to subscribe to
all discussions for an entire course due to the excessive email volume that will follow.
1. Go to Discussions and click on Subscribe to the right of the topic you wish to subscribe to.
2. In the Customize Notifications window, specify whether you want to receive an email immediately after a
post is made (select Send me an instant notification) or whether you want to receive an email once per
day with a list of all posts that were made for the day (select Include in my summary of activity).
3. Click the Subscribe button.
4. Repeat steps 1 through 3 to subscribe to other discussions.
NOTE: You can manage all discussion subscriptions by clicking the Subscriptions tab from the main Discussion
page.
Posting
1. Join the topic where you want to post a message.
2. Click Start New Thread on the action bar.
3. Enter the Message
a. Tip: Click the HTML Editor icon if you want to format your message.
4. Set any options you want:
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Discussion Post Table
TO
Pin your message to the top of the
topic
Make your message anonymous

Attach a file
Post your message to multiple topics

DO THIS
Select the Pin Message checkbox.
Select the Author anonymously checkbox. This
checkbox is only available if the topic or the topic’s
forum allows anonymous messages.
**This box will only be visible if the instructor has
allowed anonymous postings
Click the Add an Attachment button and select the
files you want to attach.
1. If the Add Topics button is not visible in the
Message Posting Options section, click Post to
Other Topics
2. Click the Add Topics button.
3. Select the topics you want to post the
message to.
4. Click Insert.
5. Click Post to complete and display the
message now, or Save Draft to save the
message without posting it.

Draft Posts
When composing a new message, you can save the message as a draft (click Save Draft) to continue working on it
later. This is useful if you are composing a long or complex message and want time to review it before you post it
for others to read.
Note: You can only save new posts as drafts. You cannot save a draft when replying to another message.
Open
1.
2.
3.

a Draft Message
Join the topic where you created the message.
Select Drafts from the middle navigation bar.
Do one of the following:
a. If you are using the Grid Style message list, click the message’s subject to open the message and
then click Edit Message from the drop down arrow.
b. If you are using the Reading Style message list, click the Edit link beneath the message header.

Pinned Posts
Pinned posts always appear at the top of the list, regardless of how the list is sorted or displayed. You can pin a
message by selecting Pin Message when creating or editing a post. In threaded view, the thread following a
pinned message appears as the first thread in the list. You can use pinned posts to post announcements, rules of
conduct, discussion summaries, or any other important information you want to display at the top of a message
list Pinned posts can also be copied along with the topic they belong to; normal posts cannot.

Searching For Posts
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You can search for posts containing a specific word, written by a specific author, posted within a date range,
flagged or unflagged, read or unread, and so on.
1. Join the topic you want to search.
2. If the Search For field is not visible at the top of the message list, click Show Search on the top tool
menu.
3. Enter the word you want to find in the Search For field and click Search.
The message list displays the posts that match your search. To see all posts again, click Clear Search at the top of
the list of posts.

Copying or Moving a Post
Posts don’t have to stay in the topics they are initially posted to. If you think a message belongs in a different
topic, you can move it by copying it and choosing the option to delete the original message. If a message is
applicable to more than one topic, you can copy it into as many other topics as you want.
2. Do one of the following:
a. If you are using the Grid Style message list, open the message and click Copy from the More
Actions dropdown menu (you must be viewing the topic to copy it).
b. If you are using the Reading Style message list, click More actions beneath the message header,
then click Copy on the action bar above the message.
3. Select the forum and topic you want to copy the message into.
4. Select any additional options you want:
5. To copy any replies made to the message, select Copy message replies.
6. To move the message from the current topic into the selected one, select
7. Delete original message after copy completes.
a. Caution: If you choose to delete the original message and do not copy the replies, any replies
made to the message are deleted.
8. Click Copy.

Deleting a Message
You can delete a message to remove it from a topic. Caution: Deleting a message also deletes any replies to that
message.


Select the posts you want to delete in the message list and then click the
the top or bottom of the list. OR



Open the message you want to delete and click

Delete Selected Posts icon at

Delete Thread on the top tool menu.\

Rating Posts
If you turn on message rating for your course, under the settings icon, students can anonymously rate each
message posted to any discussion topic. The resulting average is displayed above each message and you can
search for posts based on their average rating, which makes it easy to locate the best or most insightful posts
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posted to a topic. Turning on message rating can also serve as a participation incentive for students. To rate a
message (ratings must be enabled),click one of the orange stars in the message rating control located at the top
right of the message.
Enable Rating Posts
1. On the main discussions page, click

Settings on the left tool menu.

2. In the Org Unit Settings section, select the type of rating you like.

3. Click Save.

Flagging Posts
You can use message flags to mark a message you want to review later, monitor for replies, or follow-up on. In a
topic’s message list, you can search for flagged posts or use the View drop-down to view flagged posts only. Your
message flags are visible only to you; other users cannot see them.
Click the
(Not Flagged) next to item you wish to flag or the
left side of the message subject.

(Flagged) to unflag a message located on the

Printing Posts
1. Select the boxes posts you want to print.
2. Click the Print icon on the top menu bar

Exporting Statistics to a CSV file
On the main Discussions tab, select Statistics icon on the far right side of the menu bar.
1.
2.
3.
4.
5.

Now you have the option to export user statistics OR Forums and topic statistics
Go to the tab where you see the statistics you want to export.
Click Export to CSV File on the action bar.
Once the file has finished processing, click the file name to download the file.
It will open in Excel allowing you to make any edits to the exported data.

Assessment Tools
CTI Guide for Faculty
P a g e | 55

CTI 2018

D2L has built-in assessment tools for you. This makes it easier for the student to stay on task because everything
happens within D2l.

Dropbox
Follow this link for video tutorials on using the Dropbox tools. This information is also available on the CTI D2L
Training page.
To access the Dropbox tool, click the Assessments tab on your course navigation bar and select Dropbox from the
dropdown menu.
Tip: If you have dropbox folders that are associated with the Grades tool or Groups tool you can also access the
Dropbox tool from those areas.
The Dropbox tool replaces the need for students to mail, fax, email, or physically deliver assignments to their
instructors. Students simply submit (upload) electronic versions of their assignments to the appropriate dropbox
folder in the learning environment.
As an instructor you can set up separate dropbox folders for each of your assignments and restrict access to the
folders by date and time, group membership, or special access permissions. Once assignments are submitted, you
can download assignments as zip files, sort assignments by student, check submission times, grade assignments,
leave feedback, and return submissions with comments, all from within the Dropbox tool.
Create a Dropbox Category
A category is a sub-unit of a folder that is used to assist in organization. Click the New Category link to create a
new category. You can organize your dropbox folders into categories to make it easier for students to navigate the
dropbox. For example, you could create separate categories for each course unit or for different types of
assignments.
To create a new category, you first have to click the New Folder link. On the page that appears, you will then have
the option to put the folder you are creating in a new category by clicking the New Category link under the
category drop down menu.
Create a Dropbox Folder
Dropbox folders are where students submit assignments. You can set up dropbox folders for each of your
assignments and set start dates, end dates, and release conditions; set up special access; and associate folders
with competency activities. First, make sure you are on the main Dropbox page.
1. Click New Folder
2. Enter a Name for the folder.
3. Choose a Folder Type:
a. Individual submission folder: Select this option if you want each student to submit their own
assignment.
b. Group submission folder: Select this option if you want one assignment submitted per group. You
must associate the folder with a Group Category.
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4.
5.

6.
7.
8.
9.

c. Note: Group dropbox areas are marked on the Folder List page with the Group Submissions icon.
Any group member can submit a file for a group dropbox.
Assign the folder to a Category, if desired.
Associate the folder with a Grade Item if you want submitted assignments to be tied to an item in your
grade book. Click the New Grade Item link to create a new grade item for the assignment. Right below
grade item, add point value.
Add any instructions about submitting the assignment in the Custom Instructions text box.
Attach any files that you want to make available to students from the dropbox folder (for example, a
sample lab report).
Submission Options. Under the submission options section there will be a few options as to how your
student’s submissions will be made. Select the option you would like and click save.
Click Save.

Permissions & Restrictions
Dropbox restrictions are useful when you want to apply start and end dates for dropbox submission.
1. Under Edit Folder, click the Restrictions tab.
2. Select the appropriate date options:
a. Has Start Date- Start date is the day that the Dropbox first becomes available to students
b. Has Due Date- Due date is the day that the assignment is to be turned in by the students
c. Has End Date - End date is the last day that the Dropbox is available to students
Release Conditions
Click here for a video about content release conditions.
Release conditions allow you to associate a dropbox folder with other items in the learning environment. For
example, you could require that students meet some criteria, such as reading a set of lecture notes in the Content
tool, before they can submit an assignment to the dropbox folder. Or, you could make submission of material to
the dropbox folder the criteria for accessing some other item, like a quiz.
1. Select Restrictions tab,
2. Under the Release Conditions section, click either Attach Existing or Create and Attach.
Special Permission

Special access permissions allow you to set different availability dates and times for specific students. For
example, you could extend the deadline for students who require remedial help or who are submitting work
beyond the original scope of the assignment. You can also add special access after a folders end date has passed
for students who have a legitimate excuse for missing the deadline or for students you want to submit additional
material.
1. Under the Restrictions tab, select either:
a. Allow users with special access to submit files outside the normal availability dates for this folder.
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2.
3.
4.
5.
6.

b. Allow only users with special access to see this folder.
Click the Add Users to Special Access button.
Select the Date Availability you want for the special access students.
Use Search For options to locate the students you want to give special access to.
Select the boxes beside the appropriate students’ names in the grid.
Click Add Selected.

Once you have added special access permissions for students they are listed in the Special Access section. You can
edit or delete students’ special access by clicking the Edit or Delete icons beside their names.
Edit Folders
1. From the Dropbox folder list, click the dropdown arrow beside the folder you want to edit and select Edit
2. Update the Properties, Restrictions, or Activities tab, as desired.
3. Click Save.
You can edit multiple dropbox folders at once.
1.
2.
3.
4.

From the Dropbox folder list link, select the dropbox folders you want to edit.
Click the Bulk Edit icon at the top or bottom of the page.
Update the appropriate fields.
Click Save.

Edit Categories
1. On the Dropbox folder list, click the Pencil Icon beside the name of the category you want to edit.
2. Edit the Name of the category.
3. Click Save.
Reorder Folders & Categories
Select the Reorder option from the More Actions dropdown menu at the top of the page.
You will now be taken to a page where you can change the order of categories and folders by assigning them new
order numbers. The positions of other folders will adjust automatically to accommodate your changes.

Delete Folders & Categories
To delete folders, select Delete from the More Actions dropdown menu.
Then, select the appropriate folders and click Delete Selected.
To delete a category, simply select the trash can icon to the right of the category you want to delete and confirm
the deletion.
Note: deleting a category does not delete the folders inside of the category, it only deletes the category. Items
that were originally held in that category will be held independently on the dropbox homepage.

Groups and the Dropbox
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It is possible to create dropbox folders when you create groups for the course. First follow the process to create
groups:
1.
2.
3.
4.
5.
o
o
o
o
o

6.
7.
8.

●

Click Edit course in the upper right navigation bar
To create a new group Click on “Groups” under the Learner Management Category
Click on New Category
Name your group in the “Category Name” section. (ex. Chapter 1)
a. Note: You have the option of giving a description
Select the “Enrollment Type” you prefer.
a. Enrollment types
# of Groups – The professor enrolls students
Group of # - computer enrolls students
# of Groups – computer enrolls students
Group of # - Students self-enroll
# of Groups – Students self-enroll
1. Most often selected is the “number of groups”
Type in how many groups you would like in “Number of Groups”
“Advanced properties” gives you the options to “Auto-Enroll New Users” and randomize the group. Note:
Advanced properties will only appear if you select # of Groups above.
Under “Additional Options”, Select where you would like to create your workspace (discussion areas,
lockers, and dropbox folders).
a. Select dropbox folders.
b. Click “Save.”
You will then be prompted to create dropbox folders, please note if you have already created your
folders, you cannot attach groups to them:
○ Enter the appropriate information select “Create” to create a single folder, or “Add Another” if
you would like to create more than one
○ If you would like to add restrictions you must go to the dropbox tab, click on the edit pencil of the
created dropbox, select the restrictions tab and add desired restrictions.

Attaching Groups to the Dropbox
You cannot attach a group to a previously made dropbox. The dropbox must be marked as a group submission
folder when you create it. In other words, you can also attach a group to a dropbox that you are just creating for
the first time. When creating a folder do the following:
1. Go to the dropbox tab, click “new folder”
2. Under folder type, select “group submission folder”
View Submitted Files
The Dropbox folder list provides a summary of the Total Files, Unread Files, and Flagged Files within each folder.
To view the files, including when they were submitted, use the Folder Submissions page.
1. Select either the Users tab or Files tab depending on whether you want to view and search submissions
by user or file name.
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2. Enter search criteria in the Search For field to narrow the list of submissions. Click Advanced Search
Options to refine your search.
Download Files
In order to download files, you must be on the Folder Submissions page. If you are downloading one individual
assignment, click on the name of the file you want to open. Use your browser’s save dialog box to open or save
You can download multiple files at once. To do so, do one of the following:
1. On the Users tab, select the students or groups you want to download assignments for.
2. On the Files tab, select the files you want to download.
3. Click the Download submissions icon (green circle with down arrow on it) at either the top or bottom of
the list.
4. Click the name of the zip file that is created.
a. Note: The file you’re trying to download will download in a .zip file if you click the green arrow. If
you click on the file name itself, you will download the file according to its file extension.
5. Use your browser’s save dialog to save the file to the appropriate location.
Notes: Files are renamed to include the student or groups’ name and submission time when you download them.
Email Students
You may wish to email students regarding their submissions. To do this, you must be on the Folder Submission
page. You can email an individual student by clicking their name. Also, you can select multiple students by
checking the boxes next to their name and then clicking the email icon (envelope with blue plus sign) on the
action bar at the top of the list.

Mark Assignments as Read/Unread






From the Folder Submissions page, select square next to the assignment you wish to change the read
receipt of (name (all) or file (single)) Display Read or Display Unread icon beside the name of the file you
want to mark.
Under the files tab, select the files you want to mark as read or unread, and click the Display submissions
for selected users as unread or Display submissions for selected users as read icons at the top or bottom
of the list.
When a file is opened or downloaded it is automatically marked as read.

Flag Assignments
To flag a submission as significant or in need of further review, click the Flagged or Unflagged icon beside its name
on the Folder Submissions page.
Note: You can use the Files tab to search for flagged submissions

Leave Feedback & Grade
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The Leave Feedback page under the dropbox page allows you to leave a student feedback on their performance.
You can also input a grade for assignments linked to a grade item and select a rubric level for assignments linked
to an activity.

1.
2.
3.
4.
5.

From the Folder Submissions page, first locate a student and click on their name to leave feedback.
Enter Feedback, if desired.
Attach any files you want to associate with the feedback.
Enter the student’s score on the assignment.
Click Save.

To provide students more substantive grades and feedback, or comments directly on their submissions, the CTL
strongly recommends using Turnitin’s Feedback studio feature. For more information about this feature, please
watch the Turnitin video tutorial.

Dropbox Preview
Use Preview
The preview option allows you to view the Dropbox tool as a student sees it. You can go through the steps that
students go through to submit files, review their submissions, and check for grades and feedback.
You can make a preview submission visible on the Submissions page, but you cannot assign feedback, grades, or
rubric scores to it because it is not tied to a real student.
To use the preview option, click Preview under the More Actions dropdown menu on the main page of the
dropbox. Then select the name of the dropbox that you wish to preview, and you will be taken to a page that
allows you to preview the dropbox and mimic student functions.
Submit Files as a Student
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1. While in preview, click the name of the folder you want to submit an assignment to.
2. Click the Add a File button.
a. Browse for the file you want to submit. You can attach files from your local computer or storage
device, or from a personal or group locker.
b. Click Upload.
3. Enter any Comments you want to submit with the file.
4. Select the Allow this preview submission to be available in the Dropbox option if you want to search for
and view the file on the Folder Submissions page after you leave the Preview area.
5. Click Upload to submit the file.
See Submissions as a Student
1. While in preview mode, go to the main folders list page of the dropbox.
2. Click the View History toolbar option.
3. Select the folder you want to review.
4. A list of files displays, including: submission dates, comments, and read status.
5. Click the Exit Preview button at the top of the page.

Rubrics
Follow this link for video tutorials on using rubrics. This information is also available on the CTI D2L Training page.
Rubrics serve multiple purposes in D2L. Students can use them before an assignment is due to help guide them
on earning the grade they want, self-monitor their progress, and understand the grade they received Instructors
can use rubrics to make grading easier and more efficient because the grading criteria can replace extensive
commenting.

Types of D2L Rubrics
D2L has two types of rubrics: holistic and analytic.
The holistic rubric is used for text-only scoring, such as pass/fail. If you are not using points on an assignment,
holistic rubrics could be a good choice.
The analytical rubric has criteria based on points. If students earn different points based on multiple criteria, the
analytical rubric is a better choice than the holistic rubric.
The Analytic Rubric
The Analytic rubric is perhaps the one most commonly used by instructors. It features a grid of criteria (columns)
and “levels” of achievement (rows). By separating the total activity score into separate criteria (e.g.: summary,
argument, grammar & mechanics) the rubric provides detailed feedback to students on the strengths and
weaknesses of each aspect of their work. This provides students targeted information they can employ to improve
their grade in subsequent assignments.
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Provide students a copy of the rubric you will use to grade their work at the same time you first give them the
assignment. This will help students focus on assignment criteria that you have identified as most important, and
help relieve student apprehension.
The Analytic rubric makes it easy to demonstrate visually each criteria’s importance through its position: such
placing as formatting and citations beneath much more important criteria such as argument. This helps demystify
to students what you believe to be most important.

See example below:

The Holistic Rubric
While less common, holistic rubrics are a way to quickly give feedback by providing a score based on levels for one
criteria. In addition to making grading go more quickly, holistic rubrics are appealing to instructors who are
uncomfortable separating the evaluation of student work into discrete criteria. You will need to manually set the
percentages in the gradebook. D2L will not allow you to put the gr

Creating a Rubric
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D2L has premade rubrics. Under Assessments>Rubrics, you will find a searchable list of rubrics you can use. You
can also click NEW to create a new rubric.
When you create a rubric, choose the type (analytic is most common).
1. Choose the number of levels, which will go across the top of the rubric.
2. Choose the number of criterion, which will go across the side of the rubric
Note: you can adjust these levels after you have created the rubric.

When you are working in your rubric, choose “Edit Level” to adjust the level name and the score.
When you edit the rubric, you can give descriptions for each of the criterion and (optional) feedback
After you have created the rubric, press save and choose to publish the rubric.
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There is known issues in D2L where students are seeing scores, but not the rubrics themselves. To prevent this
problem, add your rubric to the assignment in the gradebook, not in the assignment itself. To do this, go to
Assessments>Grades>Manage Grades.

1. Press the dropdown arrow and choose Edit Grade Item
2. Scroll to Rubrics and choose Add Rubric
3. Save and Close
When you are grading your students’ assignments, you will be able to select the levels on the rubric and provide
feedback if you want.
Description vs Feedback
 Description – describes to students what they need to accomplish in order to reach that particular level.
The description should be provided to students prior to turning in the activity.
 Feedback – Is very similar, but is offered in response to a student’s work. It tells them why you graded
them at that particular level. (htt)
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Quizzes
Follow this link for video tutorials on quizzes. This information is also available on the CTI D2L Training page.
Creating quizzes for your course involves a series of steps. The basic procedure can be broken down into the
following parts:
1. Create your quiz questions
a. You can create questions in either (A) the Question Library; (B) by importing them from a text file
utilizing Respondus or (C) creating them directly within the quiz.
2. Create a quiz
3. Preview and release the quiz

Question Library
The Question Library is a central, shared repository for the questions you create, copy, and import. By creating
questions in the Question Library you make them available to any number of quizzes, surveys, and selfassessments. Use the Question Library to build an archive of questions that can be reused and shared, thus
avoiding the tedium of re-inputting shared questions.
Best Practice: While it is possible to create questions from within a quiz, rather than from the Question Library, it
is strongly recommended that you create all of your questions in the Library and then add them to your quizzes.

Access the Question Library
From your course home page, click the Assessments tab and select Quizzes link from the dropdown menu. The
Manage Quizzes page will appear. From here, select the Question Library tab.
There are two ways to populate your question library with quiz questions:
1. Create questions within the Question Library or from within a quiz.
2. Import questions using Respondus software or basic course import.

Question Library Sections
Think of the sections in the Question Library as file folders in which you can store and organize groups of
questions. For example, you might create a “multiple choice” section where you would put all your multiple
choice questions or a section containing all questions related to a specific topic, such as "Theoretical
Fundamentals".
Having your questions organized in sections is also useful when you create a quiz. Instead of importing the
questions one at a time you can import a whole section of questions into a quiz at the same time.
To create new sections:
1. Go to the Question Library
2. Click the New drop-down list and select Section
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Question Library Questions
1. Go to the Question Library
2. In the Create New drop-down list, select the applicable question type
a. True or False Question (T/F) - present a statement which students must determine is correct or
incorrect
b. Multiple Choice Questions (MC) - present a statement or question with a list of possible answers,
in which students must choose the best possible answer
c. Multi-Select Question (M-S) - require students to identify one or more correct answers in a list of
possible answers
i.
Grading Options:
1. All or Nothing - students receive full points for the question if they select all of the
correct answers and none of the incorrect answers.
2. Right Minus Wrong - students receive points equal to the number of right
answers they choose minus the number of incorrect answers they choose.
3. Correct Answers - students receive points for each correct answer they select and
for each incorrect answer they leave blank.
d. Written Response Question (WR) - require students to write detailed answers in response to
open-ended questions
e. Short Answer Question (SA) - require students to create one word or brief sentence answers in
response to open-ended questions
f. Multi-Short Answer Question (MSA) - require students to answer a multi-solution question and
input their answers into individual input boxes
g. Fill in the Blanks Question (FIB) - require students to fill in one or more missing words for an
incomplete sentence, statement, phrase, or list
h. Matching Question (MAT) - require students to choose from a set of possible match choices from
drop-down lists and correctly pair them with related items
i.
Grading Options:
1. Equally weighted - total points value is divided equally among all possible correct
matches
2. All or Nothing - students receive the total points value for correctly matching
every answer
3. Right minus Wrong - students receive points equal to the number of right answers
they choose minus the number of incorrect answers they choose (i.e. if there are
10 matching problems worth a total of 10 points, and a student answers 6
correctly and 4 incorrectly, they will earn 2 points).
i. Ordering Question (ORD) - require students to arrange a series of items into a correct sequence
or order
i.
Grading Options:
1. Equally weighted - total points value is divided equally among all possible correct
matches
2. All or Nothing - students receive the total points value for correctly matching
every answer
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3. Right minus Wrong - students receive points equal to the number of right answers
they choose minus the number of incorrect answers they choose (i.e. if there are
10 matching problems worth a total of 10 points, and a student answers 6
correctly and 4 incorrectly, they will earn 2 points).
j. Arithmetic Question (2+2) - enables you to assess students’ knowledge and comprehension of
mathematics and number theory
k. Significant Figures (x10) - require respondents to answer in scientific notation and provide
solutions that contain a specified number of significant figures
l. Likert Question (LIK) - questions to measure subjective information such as opinions or attitudes
The following features apply to all question types in the quizzes tool:
○

○
○
○
○

All question types have an optional Title field. If you do not enter a title, the system will take the first 20
characters from the question text and enter it as the title. The title is only displayed in the quiz tool and
not to students taking the quiz.
Many question types give you the option of inserting an image. Click the Add a File button beside the
Image field to insert an image.
If you would like question feedback displayed to the users, enter your feedback in the Question Feedback
area.
To display hints, enter the text in the Question Hint field.
You have access to the HTML Editor, preview, and spell-check features in each question text field. Click
Preview to view your question as it will appear during use and grading. Click Save to save the question
and return to the main page, Save and Copy to save the question and create a new question of the same
type and that retains the copied properties, or click Save and New to continue creating questions of the
same type.

Question Library Tools
After you have created or imported quiz sections and questions, you can then manage them in the Question
Library.
The following options are displayed at the top of the Questions Library page once you have created sections or
questions:
○
○
○
○
○
○

Create New Question or Section drop-down list. All of the following appear when you have added and
selected questions/sections
Import – Use to import questions from an existing quiz or test file.
Move – Allows you to select folders or questions and move them into different folders for organization.
Delete – Allows you to delete the selected questions or folders.
Order – Allows you to place folders and questions in an order that you prefer.
Edit Values – Use to quickly edit the points, make certain questions mandatory and the difficulty level
of questions.
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○

Publish to LOR- Allows you to publish questions to the Learning Object Repository which is a learning
content management system that allows you to effectively manage, harvest, and share learning objects.

Create a Quiz
D2L has an Accessibility section on setting release conditions and special access for students with special needs.
Click on the Assessments tab on the navigation bar. Click on Quizzes, and then the New Quiz icon to create a new
quiz.

Creating a Randomized Quiz
D2L allows instructors to create sections that randomly order questions for every student. These questions are
pulled from a question library to provide a different quiz for each student. Due to questions being randomly
selected, all questions will be assigned the same point value.
Before creating a randomized quiz, you will need to create a section containing your questions in the Question
Library.
1.
2.
3.
4.
5.
6.

Click on the Assessments tab, and choose Quizzes
Click on Question Library at the top
Click New, and then select Section, give the Section a name
Click Save
Locate the Section Folder you just created and click on it
Select New at the top and select the type of question you would like to create. You will need to repeat
this step for each question you want to create.

Once you have created a section containing the questions you wish to use, you can now create a randomized quiz.
1.
2.
3.
4.
5.
6.
7.
8.

Click on the Assessments tab, and choose Quizzes
Click New Quiz and give it a name
Select Add/Edit Questions
Click New and choose Random Section
Give the section a name, and select Save
Click on the section you just created
Select Import
For Source Section choose the folder that contains the questions you wish to use for the quiz and then
select Save
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9. Under Questions per Attempt, enter the number of questions you want D2L to use for the quiz. For
example, if you created 100 questions in your folder but want your quiz to contain only 50 questions, you
would enter 50 into the box under Questions per attempt.
10. Under Points each, enter the number of points you want each question to be worth. When using a
randomized quiz, all the questions have to be worth the same amount of points.
11. Click Save at the top, and then Done Editing Questions

Quiz Properties
The Properties tab will display by default when you create or edit a quiz.

1. Enter a name for your quiz in the Name field.
2. You can create categories to group your quizzes together by adding categories and then selecting them
from the Category drop-down list (optional).
3. Optional Advanced Properties:
a. Check Hints to enable question hints. The actual hints must be set up within
question.
b. Enter your email address in the Notification Email field if you would like to be notified when a
participant submits a quiz for marking.
c. Check Disable Right-Click and Disable Pager Access to prevent users from utilizing these features
while they are taking the quiz.
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4. In the Messages properties enter a message that will be displayed to users prior to quiz
availability in the Description field.
5. Enter text in the Introduction Message field to display a message to users immediately before they start
the quiz.
6. If you would like to add a page header and footer, enter the text into the proper fields.
7. Click Save Quiz.
Adding Questions from Question Library
These instructions assume you have a question library ready.
1.
2.
3.
4.
5.

Click Add/Edit Questions under the Properties tab.
Click import, browse from question library
Under Source Collection select Question Library
Under Source Section, select the library in which you wish to pull questions from.
Under Source Collection, select the folders in which you want to use.

Quiz Restrictions
Use the options located under the Restrictions tab to set up the availability and timing of your quiz.
1. Click on the Restrictions tab.
2. Change the Status and set the Start and End Dates.
a. Users can only see quizzes that have been set to Active status.
b. If you don’t want to set a start or end date, just leave the boxes unchecked.
3. Add Release conditions in the Additional Conditions section (if applicable). Release conditions allow you
to set requirements that students must meet before they can view the quiz. Example: You could create a
release condition that requires students to view a certain content topic before they can view the quiz.
4. Click Attach Existing to add a release condition that you have already created in the Conditional Release
area or in another tool.
5. Click Create and Attach to create a new release condition and associate it with this quiz. Note: You must
save your quiz before you can add release conditions
6. Open Optional Advanced Restrictions to add extra restrictions to your quiz.
a. To require students to enter a password in order to access a quiz, enter a password in the
Password field.
b. To restrict quiz access to users from a certain location, enter an IP address in the IP
Restriction fields.
c. In the Timing section, set a time limit for your quiz by typing the applicable number of minutes in
the Time Limit field. The default time limit is 120 minutes. Choose to enforce the time limit or
show a clock by checking the corresponding boxes.
d. Type a Grace Period in the text field. This value determines how many minutes the user has after
the time limit has expired to submit their quiz before it is flagged as late.
e. Late Submissions: Select Allow for normal submissions to let users submit quizzes even if the
time limit and grace period have expired. Submissions after the grace period will be flagged as
late.
f. If you select Use Late Limit and select an amount of time, users are given a grade of zero if they
submit the quiz after the time limit + grace period + late limit period.
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g. Select Auto-Submit Attempt to have the system automatically submits a quiz after the specified
time limit and grace period have expired.
j.

Click Save Quiz.

When the Auto-Submit Attempt option is active, the system submits all questions saved before the time limit plus
the grace period has expired. However, any questions that have not been saved before this time limit has expired,
even if they have been answered, will not be submitted. Participants must ensure that they are saving their
answers before the time limit expires.
Special Access
Use the Special Access feature to override the availability and timing settings of a quiz for specified users. Special
access is set-up in the Restrictions tab of a quiz.
1. First, you must be under the Restrictions tab.
2. Click the Add Users Special Access button to add special access permissions.
3. Check the boxes beside any of the special access types, and fill in the appropriate fields. Special access can
include a unique start and end date, time limit, grace period, and submission requirements. For example,
if you wish to provide an extended grace period to users that have special access, check Assign special
grace period and fill in the
applicable time limit (in minutes) in the Grade Period text box.
4. Check the boxes beside the students you want to assign special access to.
5. Click Add Selected.

Quiz Assessment
1. If you would like this quiz to be linked to a grade item, select the item from the Grade Item drop-down list
or create a new grade item by clicking the add grade item link. If you choose to use the grade item, you
then have the option of having attempted scores automatically exported to the grade book (next option).
2. Select the box next to Automatic Grade to allow the quiz attempt grade to be seen immediately after the
participant has completed and submitted the quiz. The displayed score is limited by what the system can
auto-grade. This setting must be turned on for grades to be automatically sent to the gradebook and for
the default submission view to be released to students when they complete an attempt.
a. Please note that short answer and essay quizzes and exams CANNOT be auto graded.
Quiz Attempts
Here you can specify attempts and overall grade calculations.
1. Click on the Assessment tab.
2. Choose the number of attempts allowed from the drop-down list.
3. Choose which attempt will be included in the grade calculation from the Overall Grade Calculation dropdown list. (The attempt calculated can be the highest, lowest, first, last, or average. If you choose to allow
more than one attempt and not unlimited attempts, you have the option of setting Advanced Attempt
Conditions.
4. Click Save.
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Submission Views
Use the options in the Submission Views tab to give feedback to students after they submit a quiz attempt.
1.
2.
3.
4.
5.

Click the Submission Views tab from within a quiz.
The details of the default submission view are displayed.
To change the default view, click the Default View link. The Edit Submission Views page displays.
Type a Message to display to students once they have submitted a quiz.
Use the Show Question options to determine what elements of answered questions users see. Click Yes
and choose an option from the Show Questions list.
a. You have the following options:
o
Show questions answered incorrectly – Only shows students questions that they
answered incorrectly.
o
Show questions answered correctly – Only shows students questions that they answered
correctly.
o
Show all questions without user responses – Shows all of the quiz questions the student
did not answer.
o
Show all questions with user responses – Shows all of the quiz questions to the student
that they answered.
o
Show question answers – Shows the answers next to each question that appears.
Answers will not appear for questions that are not displayed.
o
Show questions score and out of score – Shows the score achieved and out of values for
each question that appears.
6. Or, click No in order to not allow any questions to be visible to students after they submit their quiz.
7. Show attempt scores and overall attempt score – When this option is set, students are able to see their
score as soon as they submit their attempt. The score displayed is reliant on what the system can autograde.
If desired, check Show class average and/or Show score distribution to display these statistics to students after
they submit their quiz.
If you want to add a submission view for a quiz, select Add Additional View and follow the steps outlined above.
The Additional Views are cumulative; that is, if you create more than one view for a quiz, the properties you have
chosen for each Additional View will be applied to that quiz. To delete additional views, check the box next to the
appropriate view and click on the delete icon.
Finally, remember that only the student’s most recent submission will be displayed to the student immediately
after the quiz. Should a student wish to view other attempts (assuming multiple attempts are allowed), the
student will need to select Quizzes from the navigation bar, select the appropriate quiz, and then select
Submissions.

Quiz Security – Respondus Lockdown Browser
For information regarding Lockdown Browser, please see the Respondus tutorial.

Grade a Quiz
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From the main Quizzes page, click the dropdown arrow next to the quiz you want to grade and select Grade from
the dropdown. You are presented with 2 options for grading quizzes:
○
○

Grade by Attempts
Grade by Question (item analysis)

The options are displayed in tabs. By selecting the appropriate tab, you have the ability to grade be either
attempts or questions.

Grade by Attempt
The users who have submitted results for your current quiz are listed and you can access their quiz attempts and
overall results by clicking on the name of their quiz attempt (for example, “attempt 1”).
1. Click on the quiz attempt you wish to grade. The user’s entire quiz is displayed including question data,
the user’s answers and the correct answers. If a user’s answer is correct it will appear with a checkmark
and if it is wrong it will be displayed with an X.
2. Overall quiz feedback can be left for the use by typing in the Attempt Comments textbox.
3. You can give user feedback on any individual question by clicking Expand Question Feedback below the
question.
4. If you wish to override an existing auto-grade, enter a new value in the Score textbox.
5. After you have finished manually grading the quiz, click the Re-Calculate button.
6. Click the Save Results button.

Grade by Question
1. While grading a quiz, click the Questions tab to view quiz responses broken down by question.
2. Click on a question title to view statistics on and/or re-grade that question. The next page will display a
percentage breakdown (question analysis) of how users responded to the question, and the date of the
most recent response.
3. Select the
Grade icon to modify the grade for the current question. Other information displayed in the
question analysis includes the quiz version, question text and options, the number of responses for each
option, and the question value at the top of the page.
Note: Grading by Question allows instructors to easily correct mistakes that may have occurred during the initial
setup of quiz questions simply by overriding the original grades. For example, perhaps an error was made when
creating a multiple choice question and students who completed the quiz received a grade value 0 for a question
which they really should have received a grade value of 1 for. Grading by type will allow you to override grades for
all users at once, instead of individually updating each quiz attempt. You can also enter additional comments that
will be displayed users when they view their quiz report.

Exporting Quiz Statistics
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With the Learning Environment you can export quiz statistics and reports to a .csv file for data analysis. The .csv
file contains all pertinent information on the quiz so that instructors, teaching assistants and external consultants
can query, sort and evaluate the data without being connected to the learning environment.
1. Click the dropdown arrow next to the quiz you want to view statistics for and select Statistics from the
dropdown menu
2. From the Quiz Statistics page, click the User Stats, Question Stats or Question Details tab to view statistics
broken down by user or by question.
3. Click Export to save the quiz statistics as a CSV file on your computer.
Description of statistics:
●

●
●

User Stats – User Stats .csv files contain performance data by student, including: the user’s Student ID,
username, first name, last name, quiz score, the value the quiz was graded out of, the user’s score as a
percentage, and the class average.
Question Stats - Question Stats .csv files contain data about the average score on questions by points and
percentage. The question title, text, bonus status, and difficulty level are included in the .csv file.
Question Details - Question Details .csv files contain detailed information about each question in the quiz,
including a list of all of the answers provided for each quiz attempt, how many users chose each possible
answer, the total number of responses, and the average score on the question. Question Details reports
can help you evaluate trends in students’ answers and look for questions that were unclear or difficult for
a number of students. The question title, text, bonus status, and difficulty level are included in the .csv
file.

Drop a Low Grade
It is possible to drop a low grade. For example, maybe your gradebook has a category for quizzes and you want
the lowest grade to be dropped.
●

●

Either while editing or creating a category in the gradebook, make sure you are on the Properties tab.
Notice that there is a text field with the words “Number of lowest non-bonus items to drop for each
user.”
If you want to drop the very lowest grade, enter 1 in the text field. If you want to drop the two lowest
grades, enter 2; etc.

Surveys
Create surveys and use the included statistics tools to monitor current course trends and opinions, and assess
user satisfaction. Survey results can be collected anonymously if desired.
The survey tool is an extremely useful tool used to create surveys and questionnaires within your course. It is an
excellent way to solicit feedback from students regarding any aspect of your course. For example, it can be used
as a method of delivering general course evaluations, mid-year reviews, or surveys associated with learning styles
and preferences, etc.
To access the survey tool, select Surveys from the Communication tab’s dropdown menu on the black navigation
bar.
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The Survey List displays surveys that are currently available. This is also the default view in Manage Surveys. From
the Manage Surveys page you can choose to create a New survey, Copy an existing survey, Reorder the list of
surveys and Delete surveys.
Most question types available to the Survey tool are similar to the questions available in the Quizzes tool. The
Likert Question type is available exclusively for use in Surveys. A Likert Question is a statement and the
respondent is asked to determine how much they agree or disagree with the given statement.

Reporting and Statistics
The purpose of Content Report is to view which students have opened your documents in the content section and
to see how long they have spent viewing the material in each document.
To look at Content Report, click on the blue ‘Table of Contents’ at the top of the chart on the left - hand side.
Across the top you will see Related Tools. Click on the Related Tools drop down arrow, then click on View Reports.
This will bring up a spreadsheet of every item in your content section. Note that the content list is on the left-hand
side and the ‘User’s Visited’ column on the right-hand side. Click on the number in the ‘User’s Visited’ column to
view each student’s statistics.

Quiz Reports
The purpose of Quiz Report is to look at the scores of each quiz. To access the Quiz Reports, go to Assessments
and then Quizzes. Once you are in Quizzes, click on the Statistics.

This will give you a list of your quizzes. Click on the title of the quiz of your choice. You will be able to see the class
average, score distribution, and each student’s grade. The second tab, Question Stats, will allow you to look at the
average score per each question.
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Discussion Reports
The Discussion Report is a record of the student’s activity on the discussion board. You can search by student; this
will bring up a table of that particular student’s postings and replies to all forums or topics. In contrast, you also
have the ability to search by topic; this will allow you to see which students have read, replied or posted to a
particular forum or topic. To access Discussion Reports, go to Communications>Discussions. Click on Statistics.

Once you have clicked on Statistics, a class list will appear at the bottom of the page. The table at the bottom is a
summary of all of the student’s discussion board activity. If you click on the student’s name, then another table
will appear. This table will allow you to see the student’s statistics of each individual forum and topic.

If you would like to search by forum, then return to the original discussion page. You can do this by clicking
Communications>Discuss. Click on the Statistics in blue. Go to the Forums and Topics tab. This will bring up an
organized list of all Forums and Topics. When you click on the Forum or Topic, a list of the student’s activity will
appear.

Turnitin With D2L Dropbox Folders
Follow this link for video tutorials on Turnitin. This information is also available on the CTI D2L Training page.
If you are creating a new Dropbox folder, or converting an existing one to use Turnitin, the process is fairly simple.
If you are converting an existing folder to have the “Originality Check” function, click on the down arrow to the
right of the folder and click edit, and navigate to Turnitin tab; otherwise, click on the blue “New Folder” button
under Dropbox. Once you do so, a screen, similar to that below, should open.
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To enable Turnitin for the Dropbox folder, navigate to the “TurnItIn” tab.
There are also more advanced options you can select in order specify what you would like Turnitin to do/check
for. To do so, click on the “More options in Turnitin” button.
The following is a description of each of these options’ functions:
1. Display: By default, D2L does not show the Originality Report (OR) to students. If you would like students
to be able to access the OR, check next to the “Allow submitters to see Originality Reports.”
2. Frequency: D2L runs an OR on every item a student submits to the Dropbox folder. If you are having the
students submit additional items to the folder—for example, copies of research articles they cited,
multiple drafts of the same paper, etc.—you can have D2L only run an OR on specific submissions, by
choosing the “Identify individual submissions for originality checking.”
NOTE: With this enabled, you will need to manually identify, for what items D2L will run an OR.

Viewing Originality Reports
Once a paper is submitted to a D2L Dropbox folder that has been set to use Turnitin, it will generate an OR. As an
instructor, you will see this in the Folder Submissions page—the page you see when you click on a Dropbox
folder’s name under the Dropbox tool.
To view the OR itself, click on the color (to the right of the percentage- shown by arrow) of the report indicator for
the submission.
This will launch the OR from Turnitin directly within D2L. From here, you can click on
Feedback Studio to leave grades and feedback.
Using Feedback Studio and Leaving Feedback
Feedback Studio allows you to edit and grade your students’ papers online. To access the student's originality
report, you will go to the dropbox linked to the assignment you wish to grade and click on the colored box next to
the percentage on the student’s submission.

1. You will be taken directly to the originality report. Depending on the browser you are using, you may view
the paper in Turnitin Classic or Turnitin Feedback Studio. Both provide you with the same options for
reviewing a student's paper, they just simply have a different interface.
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2. If using Turnitin Feedback Studio, you can access the same Feedback Studio tools by clicking on the blue
box with the check mark to the right of the page.
3. To assign an overall grade for the paper in Turnitin Feedback Studio, also enter the score in the upper
corner of the screen.
You can use this grade for the gradebook by going back to the Student Submission page and click “Use This Score”
under the Markup Document Heading.

Feedback in Student Submission View
You also have the option of providing feedback and a grade in the student submission view, NOT Feedback Studio.
To do this, click on the student’s submission. In this screen you can enter a grade and write feedback.

You can either publish the feedback or save it as a draft. If you save the feedback as a draft, you have the option
to publish feedback for all the students at once so they can view it. To do this, go to the folder submission page,
select the box next to a student’s name (or select all students) and click “Publish Feedback” at the top.
Students Viewing Originality Report and Feedback Studio
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To view the OR, students need to click on the color (to the right of the percentage) of the report indicator for the
submission
. To view feedback from Feedback Studio, students need to click on the button in the top
right hand corner that looks like stacked layers. Clicking through these options will show different components of
the report. The blue section shows the grading, the red section shows similarity.
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Course Building Tools
These are optional, helpful tools that can assist you in building your course. These are all found on the Edit Course
toolbar. This information is copied directly from the Course Design Accelerator.
D2L has a resource center on Accessible Course Design.

Course Design Accelerator
If you want to go step by step through your course design, the Course Design Accelerator is a good tool for
beginners. It is also a good tool if you want to do something specific, but you aren’t sure where to go (such as
setting up an Intelligent Agent to automatically notify students).
The Course Design Accelerator instructs you on:
1.
2.
3.
4.

Analyzing and Designing Course Structure
Setting Up Course Admin Tools
Setting Up Course Communication Tools
Common First Actions for New Courses

Analyze and Design your Course Structure
1. Review course offering information
2. Review your course offering information to ensure the course name and code, semester, language,
offering date and default color schemes are appropriately defined.
3. Plan your course using the Instructional Design Wizard
4. The Instructional Design Wizard helps you align learning objectives with effective learning activities and
assessments, and measures learners’ success with those objectives.
5. Configure your grade book settings using the Grades Setup Wizard
6. The Grades Setup Wizard progresses through a series of set up options that configure your grade items
and categories. The wizard also helps you control how grades appear to learners.
7. Create groups workspaces for your activities
8. Segment your class into appropriately-sized groups to facilitate activities for your course.
9. Reuse course content by importing or copying from another course or package
10. Import or copy learning resources from another course, a learning object repository or from your
computer. Possible learning resources to reuse include content, assessments, question collections, links
and discussion forums.
11. Create rubrics for your assessments
12. Rubrics are a great way to evaluate subjective performances. They communicate the focus of an
assessment and provide a description of expectations to achieve specific performance levels.
a. Click here for a video on creating analytical rubrics
b. Click here for a video on creating holistic rubrics.
13. Build your course structure and manage content using the Course Builder
14. Use the Course Builder to create and manage your course structure, upload files, create and edit learning
objects, and manage your assessments from one central location.
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Set Up Course Administration Tools
1. Copy or import course administration components
2. Use Import/Export/Copy Components to import or copy course administration components from another
course, a learning object repository or from your computer.
3. Collect external resources and tools
4. Provide assistance to learners by gathering links to other learning and support resources, such as the local
library, remedial activities, accessibility support and subject specific resources.
5. Set up notifications to monitor learners’ progress
6. Use the Intelligent Agents tool to create a set of default email messages to be sent automatically when a
particular level of participation or performance triggers them.
Set Up Course Communication Tools
1. Copy or import course communication components
2. Reuse communication components from another course, a learning object repository or from your
computer to manage both synchronous and asynchronous communication.
3. Create asynchronous discussion forums and topics
4. Set up discussion forums to enable learners to interact with instructors and other learners.
5. Set up your chat rooms for synchronous personal and class chats
6. Set up chat rooms to enable interaction between learners, instructors and other learners through instant
messaging.
Common First Actions for New Courses
1. Introduce yourself to the class by updating your profile
2. Update your profile with contact information, picture, office hours and other information you want
learners to know about you.
3. Post a welcome news item.
a. Create a welcome news item to orient learners to the course.
4. Typical content for a first news post includes: welcome to the course; expectations for the course; getting
started checklist; and Quicklinks to content topics: the syllabus, course calendar, assignments, tutorials,
course policies and course resources.
5. Welcome learners to the forums and provide expectations for using forums
6. Send a note to learners outlining expectations for using forums to familiarize them with the Discussions
tool and how you expect them to use it.
7. Send a welcome email to your class
a. Send an email to learners outlining expectations for how to use email in the course and how often
you expect them to check it. Use the Classlist tool to send email to the whole class.
8. Create a glossary of terms relevant to the course
9. Create a course glossary of important terms, which can serve as an important reference for learners.
10. Create and maintain an FAQ section
11. Create a list of common questions and answers for general course-related issues.
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Instructional Design Wizard
The instructional design wizard is an optional tool that will walk you through building a course,
including objectives. This process can take several hours, but can be done in stages so it does not need to
all be done at once. The instructional design wizard is extremely thorough.

The stages are:
1.
2.
3.
4.

Creating and defining learning objectives
Choosing learning activities and assessments
Organizing your gradebook
Reviewing the course design blueprint

When you run the wizard, you can go back to previous steps to edit what you created. However, you must
start with objectives.
Select and choose:
1. Follow the step-by-step wizard, and you will get:
2. Course Blueprint – A Hidden module structure with detailed placeholders for learning activities.
3. Grade-Based Assessment Shell – An organized structure based on your grade system that categorizes your
assessments.
4. Objective-Based Assessment Shell – A competency structure used to measure course goals that consist of
competencies and learning objectives. (Office of Online and Extended Learning)
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Course Builder
The Course Builder tool allows you to set-up or add-on to your course an easier way, rather than inserting content
and modules via content menu.

The Instructional Design Wizard allows you to easily build your course to your needs. As you build your course
outline with modules and placeholders, you can add notes to each module and placeholder summarizing your
course goals and learning objectives. The Course Builder tool utilizes the following tools all in one place:
1.
2.
3.
4.
5.

Content
Manage Files
Discussions
Quizzes Grades
Competencies

When you create an object in the Course Builder, you are adding items to the course content. The Course Builder
Interface The Course Builder page is split up into three panes: the Toolbox, the Canvas, and the Property panes.
The Course Builder allows you to simply drag-and-drop items into your canvas pane, and that directly goes into
your content menu.
What are Nodes, Modules, Placeholders, and Objects?
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1. Nodes: Nodes are each structure element on the canvas. Nodes are all modules, placeholders or any other
object.
2. Modules: A module is an element that can help represent chapters, units, or sections in your course. You
must create a module before you can add objects and placeholders.
3. Placeholders: A placeholder is a container for an object. It is invisible to students unless you insert an
object in it. There are five different types of placeholders: links, files, discussions, assignments, and
quizzes.
4. Objects: Objects are learning materials, activities, and assessments in your course. You can have links,
HTML files, discussions, dropboxes, quizzes, grade items, and learning objectives.
The Toolbox
In the toolbox, there are three modules Build Outline, Add Content, and Browse Tools.
1. The module contains all modules and placeholders for items such as links, assignments, discussions, etc.
These modules help organize and insert content in your course content menu.
2. The module contains all the ‘fillers’ for the outline modules. Here you can add links, HTML files,
discussions, quizzes, assignments, and learning objectives. This is where the actual content is added and
viewed. The Add Content module only allows you to create new content.
3. The module lets you view all created items such as already created quizzes, discussions, course files, etc.
It’s the same as the Add Content module, except instead of creating new items; you are adding already
created content.
The Canvas
The canvas is the visual presentation of your content. The grey boxes are modules, and within the boxes are the
content items. The canvas is easy to use. You can simply drag-and-drop items from the toolbox onto the canvas to
create modules, content, links, and more. (Learning)

Intelligent Agents
Follow this link for video tutorials on Intelligent Agents. This information is also available on the CTI D2L Training
page.
Intelligent Agents send an automated email when instructor-defined criteria are met. For example, instructors can
email students who have not logged in recently, whose grades have fallen below a certain level, or who have
viewed a specific content topic.

How to Access the Intelligent Agents Tool
Click Edit Course in the course navigation bar, and then click Intelligent Agents under the “Communication”
heading.

Creating Intelligent Agents
You can create, edit, and delete intelligent agents from the “Agent List” page. When you create a new agent, you
must first determine:


the criteria it looks for;
CTI Guide for Faculty
P a g e | 85

CTI 2018




the content for the email that the agent sends when itsconditions are met; and
how often it looks for students meeting its criteria.

Every time an agent runs, it logs information on its activities and sends a list of them to the instructor by email.

Create an Intelligent Agent
1.
2.
3.
4.
5.

Click Edit Course in the course navigation bar.
Click Intelligent Agents under the “Communication” heading. The “Agent List” page will open.
Click New at the top of the page.
Enter an agent name (required) and description (optional).
Select Agent is Enabled if you want the agent to be active as soon as you create it.This setting only applies
if you set your agent to run automatically on a schedule.

Determine the criteria
If you want the agent to send an email to a student who has not accessed your course recently, select Take action
when the following course activity criteria are satisfied, and enter a number in the “User has not accessed the
course for at least [#] days” field.
If you want the agent to send an email when a student views or interacts with a specific item in the course, click
Create and Attach in the “Release Conditions” section.
Choose a condition that must be met from the options on the “Condition Type” menu, and then specify the
actions the student must take in the “Condition Details” section. Click Create when you are done selecting release
conditions.
Note: Release conditions are based on positive conditions, such as posting to a Discussion topic, submitting files
to a Dropbox folder, or completing a Quiz. They do not work with negative conditions, such as “Quiz not
completed.”
Determine how the agent sends emails
Select one of the “Action Repetition” radio buttons to set whether the agent sends email once or any time the
conditions are met.


If an agent is set to only run once, it will ignore future situations in which its conditions are met.
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If you want the agent to run automatically, select the “Use Schedule” checkbox, and then click Update Schedule.
The “Update Agent Schedule” window will open. Set the frequency and dates in the fields provided, and click
Update.
1. Enter the replace string in the “To” field.
2. Enter a subject and message for the email sent by the
Intelligent Agent. You can use special replace strings in
these fields as well.
3. Click Save and Close
Edit an Agent
1. On the “Agent List” page, click the name of the agent
you want to edit.
2. Enter any changes you want to make.
3. Click Save.
Running an Intelligent Agent Manually
If your agent is not set up to run on a schedule, you will need to
run it manually every time you want it to check for students who
meet its criteria and send an email to them.
1. Click the drop-down arrow next to an agent’s name on
the “Agent List”
2. Select Run Now A confirmation dialog box will open.
3. Click Run.
Replace Strings for Intelligent Agents
Replace strings are specially formatted codes that you can enter in automated emails; they replace the need to
enter information that might change from student-to-student. For example, you might want to send a
personalized message to each student in your class of 60, but you don’t have time to change the name in the
salutation for 60 emails.
Instead, you can use the replace string {InitiatingUserFirstName}, and the names of your students will be filled in
automatically, so you only have to send the message once. See the table to the right for all of the replace string
options and the text they generate. You can also click What replace strings can I use in the subject and message?
under the email subject text box to see a list of replace string options
Here is a sample email using replace strings: Dear {InitiatingUserFirstName}, You have not logged into the
{OrgUnitName} course site in the last week. Please remember that regular participation in course activities is
essential for success in this course! Please log in to the course site as soon as possible.
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Accessibility
Click here for a video on using the accessibility checker. D2L has a library for creating accessible content.

Accessiblity Checker
When you are creating content, it is a best practice to keep all learners in mind. D2L has a built in Accessibility
Checker. It looks like an eye with a checkmark on the lower right of the screen. D2L will guide you in making
corrections to your document as needed.

Accessibiliy Tips
Some tips to make your course accessible include:
1. Use unique heading names for modules and content. For example, instead of just saying “Introduction” at
the start of each unit, specify it as “Introduction to [Topic]”so that students can differentiate if they are
using assistive technology to navigate your course.
2. Use the tab key to indent instead of adding multiple spaces.
3. Clarify the information in tables with introductory text, a table label, and alternative text when possible.
4. Have table information read from left to right when possible.
a. Adjust your tables so they fit on the screen. Do not have students scroll horizontally unless
necessary.
5. When creating web links, be descriptive. “Click here” does not give the same information as “Click here to
read an article about [topic],” and students using screen readers will hear everything as typed.
6. It is better to hyperlink the address with text instead of leaving a long URL. Again, the screen reader will
say everything on the screen, so it is much easier for a student to hear:
“Click here for information on study skills”
than to hear
“Click on this link: https://www.skillsyouneed.com/learn/study-skills.html”
7. Use Alternative-Text for images. A student with low vision depends on the screen reader to explain what
the image is. Assistive technology cannot determine if the image is a decoration or if it is a map or a
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chart. When you put an image in D2L, you should be prompted to provide Alt Text to explain what
students should learn from the image.

If the image is decorative, check the box so that the student will know it is okay to skip that image. If you do not
see the Alt Text pop up, you can run the Accessibility checker and it will provide the Alt-Text box.
8. Screen readers and assistive technology, including fonts that adjust for students with Dyslexia, depend on
formatting to determine what text is a heading and what text is content. In D2L and Word, there are Style
tools to help you designate content.
a. Use the headers in order. Even though you may like the look of Heading 3 over Heading1, it is
confusing for a student to have the text start with Heading 3.
In D2L, the Style box is in the content menu.
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