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Getting Started with D2L

General Information

D2L Resources - http://www.ship.edu/IDDS/D2L/Desire2Learn for Faculty/

How do | log into D2L?

1. Open a browser window.
2. Go to https://d2l.ship.edu .

How do | access my Courses?

1. Onthe My Home page, scroll down until the My Courses Area is visible.
2. Find the appropriate course. Courses are listed by semester in alphabetical order.

How do | make my course available?
Students do not see a course until it is active.
1. From the My Home page, click on the pencil beside the course name.

Click on the checkbox next to Course is Active.
3. Click on the Save button.

N

Or

1. From the My Home page enter the appropriate course by clicking on the course link.

2. Click on the Edit Course link located in the red navigation bar on the far-right side of the browser
window.

3. Click on the Course Offering Information link.

Click on the checkbox next to Course is Active.

5. Click on the Save button.

e

Why can’t students access my course when they log in?

Check the Start/End dates of the course by going to the “Edit Course” link in the navigation bar and selecting
the Course Offering Information link. Make the course active by selecting the Start Date checkbox and
entering a new start date, this may be changed at the instructor’s discretion. It is recommended that
instructors utilize the End Date setting to prevent students from continuing course-based interactions after
deadlines have passed and prevent unauthorized access to course materials.

Help! I've deleted items in error, can they be recovered?

No. Once items are deleted from anywhere in the platform the item(s) cannot be recovered. Please
backup all information frequently.
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How do | transfer information from an old course to a new course?

Find the appropriate NEW course. Courses are listed by semester in alphabetical order.

On the red navigation bar, click on the Edit Course link located in the far-right.

Click on the Import/Export/Copy Components link.

Choose the first option: Copy Components from Another Org Unit (In D2L an ORG UNIT is a class).

Click on the Next button.

Select the old course from the Existing Offering drop-down box. The next page will automatically appear.

ok wnpR

Copy Course Components

Cwurrent Course Componenls

Copy the salected course components from

¥ Exizing Offering

Choose Components to Copy

7. Click on the Select All checkbox or place a check in the checkbox next to the desired items. It is easier to
select all old course materials to copy and delete items no longer needed in the new course.
[IMPORTANT!!! — If you are only transferring the Content area, you must transfer both the CONTENT
and the COURSE FILES.]

8. Click on the Next button.

9. The Confirm Components to Copy page appears, click on the Next button.

10. The Copy Summary page appears. Click on the Done button.

Why didn’t the time constraints | placed in the Content area transfer to the Discussion or Quizzes area of D2L?

Restrictions placed in the Content area do not automatically update the restrictions in the Discussions,
Dropbox and Quizzes area. Although students will not be able to access the Forum or Topic from the
Content area they will be able to view the Forum or Topic from the Discussions link. Therefore, placing
restrictions on a Forum or Topic is a two-fold process. First, instructors need to create a link to the
Discussions area using the steps listed below. Second, instructors need to go to the Discussions area to
place restrictions on the Forum or Topic level.

Communicating with Students
How do | place announcements (News) in D2L?

1. In the News widget click on the Add News Item button. The New ltem page appears.

- |14
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New Item

=| Hews 2o New
E_‘_- L

% Item

) Go Back Save and bew Save

General

* Headline: I

¥ Content: [2acic | Advanced

X R R B/UIT-|EE3E =i

~Fama— [Bll-Femnay - [elf-rense- = |1 0 = Q X | BR

Availability

Show Start Date: [ Show Start Date Beside Headline

Start Date: [May =1z =l 2010 =] EH 5

) =17

End Date: [ Remove NMews ltem based on End Date

T P | E

Attachments

[ addarie |

Additional Release Conditions

fou must first save the News item before you can add Release Conditions.

Q) Go Back Save and Mew Zave

2. Type the posting title in the Headline field.
3. Type the body text for the post in the Content box. Use the Basic and Advanced tabs to format text.
4. To set a start or end date for the News item:

1.

2.

In the Availability section from the Start Date pull-down lists indicate the desired start date or
choose a date by clicking on the Select Date [l icon. From the pull-down lists select the
desired time of day.

Select Remove News Item based on End Date or choose a date by clicking on the Select Date [
icon. From the pull-down lists select the desired time of day.

5. To add an attachment:

1.
2.
3.

4.
5.
6.

Click on the Add a File button. The Submit a File dialog box appears.

Click on the Browse button. The Choose file dialog box appears.

Select the file from the Explorer window and click on the Open button. The file appears in the
first text box.

To add another attachment, click on the Add button.

To remove an attachment next to the desired file click on the Remove button.

When finished, click on the Upload button.
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6. To post the News item, click on the Save button or the Save and New button to add another
announcement.

Reorder News Items

By default all News items are displayed with new items presented first. However, instructors can specify
how many News items to display at any given time or can choose to display items based on their age.

1. From the Course Home page in the News widget click on the Reorder News Items button. The Re-
Order pane appears.

Re-Order

=] News 2o New ] Re-Order

B8 Fri| i(.l" Item ]JJ-/I'

Save|

Grouping fNews [tems Start Date | End Date ]Surt Order
Concerns Dhec 12, 2006 - 1w
#ssessment Posted Dec 12, 2006 - | |2 hs
bssessment Posted Dec 12, 2006 - |3 b
#ssessment Posted Dec 12, 2006 . | |4 w

2. Inthe Sort Order column use the pull-down list to select the desired display order.
3. Click on the Save button.

Modifying News Items

Once posted News items can be modified.

ol
1. Inthe News widget for the select the Edit & button. The Edit Iltem page appears.
2. Make the desired changes.

3. Click on the Save button.

Deleting News Items

To remove a News item follow these instructions:

1. Click onthe Delete m button. A confirmation dialog box appears.
2. Click on the Delete button. The News item is deleted.

Can | email students within D2L?

Our D2L LMS uses our external Outlook email addresses (username@ship.edu) which is managed

outside Learning Environment. Instructors can compose emails from within Learning Environment, but
will not be able to receive emails.

Email can be sent from a variety of areas in the D2L platform including the Discussions, Dropbox, Grades
and Groups areas. Click on the name of the student to send an email to a particular student. Instructors
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will receive a copy of the email in their Outlook Inbox. For more information go to the IDDS web site:
http://www.ship.edu/IDDS/D2L/Communications/Sending Email in D2L/

The following file types cannot be added to or downloaded from email messages in Learning
Environment: .asp, .aspx, .exe, .bat, .dll, .com, .asa, .asax, .ascx, .asmx, .axd, .cdx, .cer, .config, .idc, .cs,
.Csproj, .java, .jsl, .licx, .rem, .resources, .resx, .shtm, .shtml, .stm, .vb, .vbproj, .vjsproj, .vsdisco,
.webinfo, .ini.

There are two ways to email students using the Classlist Tool.

Classlist

(=L classlist 97| Add Participants “r Repart (0L Sellings
&l ||I . )
[ Print Tab (=7 Email everyone on this tab o

Wiew By: |User ¥ -.-\:plv |

Seaer' I I Search | how Search Optigns
IS 20 | per page

Last Name &, First Name Role Actions

Rge. Jang

E & s [20 =] per page
1 - Email All Students

1. Click on the Classlist link in the Navigation bar.

2. Click on the Email everyone on this tab button. Students email addresses appear in the BCC area
of the Compose New Message dialog box. No name will appear in the To: box. Instructors will
receive a copy of the email in their Inbox in Outlook.

3. Fill out the appropriate email fields.

Compose New Message

To: |
e |

Ece: [|dds@ship.edu;iddsBship.edusiddsBship.edusidds S ship

subject: |

Mes5age: [Basic | Advanced|

E gl g A Bl UI-|[2====i= |- X
x* ax
o Sy~ -0 0 2 |4 to| -
L e Path

Attachments

e Browse...

_A:u|
=1

4. Click on the Send button.
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2 - Email Specific Students

3.
4.,

Click on the Classlist link in the Navigation bar.

Click on the checkbox next to the student’s name. Student’s email addresses appear in the BCC
area of the Compose New Message dialog box.

Fill out the appropriate email fields.

Click on the Send button.

Can Students discuss course content online?

Yes, the Discussions Area in D2L allows instructors and students to communicate with each other
asynchronously.

’J Forum Organize discussion topics by

— TOpiC 2

creating a Forum.

Topic must belong to a
Forum. Grading takes place
within each Topic and not
at the Forum level.

b Topic 1 Discussions take place
} inside a Topic and each

A Forum is created that will hold Topics, the area where the discussion will occur. A Forum cannot be graded
however, each Topic can be graded. Instructors must create a Forum and add a Topic(s) to the Forum.

Creating a New Forum

1. From the red Navigation bar click on the Discussions link. The Forums & Topics List pane appears.
2. Click on the New Forum icon. The New Forum pane appears.

New Forum

__| Forums & )| New I
" Topics List | | Forum ]
Properties | Restrictions
Cancel Save & Add Topic | Save|

New Forum Details

* Title: |

[[] Create a new topic in this forum with the same title &

Description:
&

Options: [l Allow anonymous messages

[ Messages must be approved before being displayed &
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1. Inthe Title text box type the name for the new forum.

2. Inthe Description text box type a short description of the forum. The description will be displayed under
the forum title.

3. To allow anonymous posts to the discussion, select Allow anonymous messages. The Anonymous posts
option allows students to choose to make their message anonymous. Use this feature with CAUTION it
has been reported that it is not reliable and is a known issue with D2L. If you have questions or
concerns please contact the IDDS office.

4. To hide the forum from student view:

* |nthe Availability section click on the Show forum visibility options toggle switch.

»  Click on the radial button next to Hide this forum option. Hiding a forum hides the forum and all
topics within the forum from student view. The Hidden icon = displays in the Forum and Topic
list indicating that the Forum is not available to students.

5. To specify the time period in which the forum is available:

»  Click on the radial button next to Forum is visible for a specific date range.

= To specify a start date select a start date from the calendar by clicking on the Select Date [E=]

* To specify an end date select a date from the calendar by clicking on the Select Date ] icon.
6. To terminate the discussion but keep the forum visible:
*= Inthe Locking Options section click on the Show locking options toggle button.
= To lock the forum indefinitely, click on the Lock forum radial button.
= To set a date range during which the forum is unlocked, click on the radial button next to Unlock
forum for a specific date range and select the appropriate dates.
7. To immediately add a new Topic, click on the Save & Add Topic button.
8. To save the Module without creating a Topic, click on the Save button. The forum is created and is
visible to the instructor.

Creating a New Topic
There are two ways to create a Topic inside a module. Instructors can create a Module using the Save & Add

Topic button directly after a Module has been created as mentioned above or by clicking on the New Topic
Button after clicking on the Discussions link in the red navigation bar.
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New Topic

=l Forums & PO New I
=~ Topics List | v~ Topic |

Properties | Restrictions | Assessment | Activities |

T | Created Successfully (Mar 26, 2010 9:439 AM).

Cancel Save and New Save |

New Topic Details

* Forum: [ B3| is Wonderful to Work With [»] [New Forum]

* Title:

Description: | g
&

Options: [ allow anenymous messages
[ Messages must be approved befare being displayad

In the New Topic Details section:

1. Select a Forum by clicking within the Forum drop-down box or create a New Forum by clicking on the
New Forum link.

2. Type the topic heading in the Title text box.

3. Inthe Description text box type a short description of the topic. The description will be displayed under
the topic title when the Discussions page is viewed. Instructors can type the topic question(s) and/or
describe any criteria for responding to the question.
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Edit Topic - Answer the following Questions in your post.

=l Forums & 7 Edit Topic 1+ Assess Topic Ii Topic Statistics
" Topics List & |

Properties | Restrictions | Assessment || Activities

[ canee | save and Hew Save

Edit Topic Details

= n = .
" Forum: |Enl-‘\::|uc5 Yourself ZI Mew Forum] &

* Title: I.’lrs.\.c' the following Quastions in your post,

o rpsian: | e
—escriphoen: |._.z"| Your Initial Post: Due

|»

Introduce yourself to the class. For instance you may
want to write about your interssts or why you toak the
course? Yoy MUST write twe things about vour life, ane
true and cne false.

Repsonse to Classmates Posts: Due

Each class member iz responsible for responding to
EVERY other class members entry.

Flease note! Don't assume that noone has responded to | _
Lthis tonie. Classmare resnonses will anly disnlaw A F_T.Ell__l

The Topic description will appear to
students when they click on the Topic link
and Compose a message.

Answer i & following Questions in your post.

Back to Forums & Tapics List

= | % Refresh L Mark All & Hide & sestings  View: [Threaded - Awls'l

L=ad Zzarch

0
t

Your Initial Post: Due

Introduce yoursalf ta the class. For instance you may want to write abaut your interests ar why you took the
course? Tou MUST write two things about yaur life, ong true and one falss.

Repsonse to Classmates Posts: Due
Each class member is respansible for responding to EVERY other class members eniry.

Flease note: Don't assume that roone has responced 1o this topic, Classmate responses will only display AFTER
vou poSt your message.

Search Far: | Sasrch | Show Search Options

4. To hide the Topic from student view:
* |n the Availability section click on the Show forum visibility options toggle switch.
»  Click on the radial button next to Hide this topic option. The Hidden icon = displays in the
Forum and Topic list indicating that the Forum is not available to students.
5. To specify the time period in which the topic is available:
»  Click on the radial button next to Topic is visible for a specific date range.
= To specify the start date select a start date from the calendar by clicking on the Select Date
» To specify an end date select a date from the calendar by clicking on the Select Date £ icon.
6. To terminate the discussion but keep the topic visible:
* |nthe Locking Options section click on the Show locking options toggle button.
* To lock the forum indefinitely, click on the Lock Topic radial button.
= To set a date range during which the topic is unlocked, click on the radial button next
to Unlock topic for a specific date range and select the appropriate dates.
7. Click on the Save button. The forum and topic(s) have been added.
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Modifying Forums & Topics
Once forums and topics have been created instructors can modify the settings.
Modifying the Order of Forums or Topics

1. From the Course Home page on the Navigation bar click on the DISCUSSIONS link. The Forums & Topics
List pane appears.

2. Click on the Re-order ml button. The Re-order pane appears.
3. Use the Sort Order pull-down menus to change the numbers for the forums or topics.
4. Click on the SAVE button. The order of the forum(s) or topic(s) is modified.

Removing Forums or Topics

A forum or topic can be removed at any time. When instructors remove a forum all corresponding topics
and messages are also removed.

1. From the Course Home page on the Navigation bar click on the Discussions link. The Forms & topics List
pane appears.

2. Click onthe Delete @ icon. The Delete pane appears.

3. To remove forums, click in the checkbox next to the forum(s) or topic(s) then click on the Delete
Selected button. A confirmation dialog box appears.

4. Click on the Yes button. The forum(s) or topic(s) are removed.

Modifying Forum/Topic Names and Descriptions
After the forum or topic is created, instructors may want to change its name and/or description.

1. From the Course Home page on the Navigation bar click on the Discussions link. The Forums & Topics
List pane appears.

ol
2. Click on the Edit & button to rename a topic or forum. The Edit pane appears.
Make the desired changes to the forum or topic.
4. Click on the Save button. The forum or topic is updated.

w
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Grading a Topic and Connecting it to the Grades Area

Set topic properties for assessment

Froperties | Restrictions || Assessmant o&i

Cancel Save

Assessment

Grade Item: ["Chasse a grade item -~ ] [Mew Grade itaml e

Rubrics: Add Fubrie |

Np rubrics selected.
[Create Rubsic i Mew Wi
Score Out of:

Messages: [T Assess each message and ausematically calculate the topic score

Mot Calzulation: [~ Select & ealeulatian me =

Recommended =

Cancel Save

1. Click on the Edit button next to the Topic and select the Assessment tab.

2. Choose the Grade Item from the dropdown list or create a new grade item by clicking on the New Grade
Item link.

3. Enter the out of score. (This score must match the score you placed in the Grade Item.)

(Not Recommended) If desired, choose whether to assess every message (instructors must enter a score for

EVERY posted message and the system will calculate the score). Choose a calculation method. Choose
whether un-scored messages will be counted as 0.

Assess messages

To grade a message or an entire topic:

1. Navigate to the Discussions area by clicking on the Discussion link in the red navigation bar. Click on the

Assessment icon next to the appropriate Topic.
2. Click on the Topic Score link under the student's name.

[ Users | Asssssmants

[ cancel

Assess Topic by User

Save |

Wiew By |G'c|.ps_ﬂ Groups: I Group 1 _d Apply
Search For: | Search | Show Search Options
20 = | JSSrE PEr page

Score Graded

First Name, Last Name

Jane Doe

-0 O
20 [=| users per page
Cancel S

Save

3. Inthe Message area, read student responses.

Shelley Gross-Gray
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View Topic Score - Jane Doe

Topic Score Details

Ferum! Group 1 Topic
Topic: Group 1 Topic
User! Jans Doe
Messages: 1 message(s) posted by this user

Topic Score! /10 o
[T Graded

Feedback: o] T
& i

Seort By: | Mzssage Date 'I

20 |=| per page

Message

<No Subjects - May 5, 2011 121:258 AM o

this is a test

IZD »| Perpage
5 Save

4. Enter ascore in the Topic Score text box then, click on the checkbox next to the word Graded to send
the Topic Score to the Grades area. (If you do not select the checkbox the score will not appear in the
Grades area.)

5. Click on the Save button.

Reading and Responding to Posts
Discussion Viewing Options
There are two viewing options available to instructors and students [shown below]--Grid Style and Reading

Style.

Grid Style

Your Initial Post: Due

— »
Irtroduce younself 1o the class, For instance you may want to srite about your mieress or wh G rI d
wiki tat things abeut yeu® b, ohi tras ard one false.
ta €l Posts: Due . St I
Each class member is respansible for respending to EVIERY ather dass members entry. y e

Flease note! Don't assums that roone has resperded to this tapic. Classmate responses will

Pl Messages are
located inthe

searchrors [ || Semen | Show Sanrch optices
F ana ' top frame
W (above the
r Cennn Pacze dotted line.
- O s | Read
" messages by
- ; clicking on the

message link.

The message

G View Message  [G) Reply (65l Bt Message 57 Capy 57 Histary will appear in
- # ] w®

the bottom

frame.

ju ==t

Donna's Introduction #
Lo Farzg Apr 11, 2010 5112 FM
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Reading Style

Answer ihe Tollowing Questions in your post.

[ Compose | %3 Refresh Mark all Read | 5% Hide Search | & Settings v Read | ng
¥our Initial Post: Due - S ty I e
Intredue i tha clags, ARIANCE U By WA 15 Weie aboL vaur IntaresE
HUST write ngs about your life, one true and one falss, A” messages
Repsonse to Classmates Posts: Due . are d| Spla'_lr'ed
Each class mamber is responsible for resparding to EWERY ather class members enary. COﬂtI HUOUSW
Fleaze ncte: Don't assume that noone has respended to this topsc. Classmate respanses d01""rn the .
S page. Replies
saarch Far: [ Search | Show Suarch Opticns to messages
appear
i . indented.
Donna’s Introduction &
gnna Panac - Apr 11, 2010 5:12 FM 0 un
ad [Rack] Mere Belion
1 love to fish,
1 used to play she argan.
B Collapse Replisg
Re: Donna’s Introduction
lohn Dige - Apr 11, 2010 6:56 M 0 un

<o Baphed to message balow =22
Zuthared by Dorna Fanzo

From the Course Home page click on the Discussions link. The Forums and Topics List pane appears.
On the Topic bar click on the Settings button. The Discussion Settings dialog box appears.

Choose the appropriate setting.

Click on the Save button. The changes are applied.

PwnNPE

Composing Messages in the Discussions Area

Instructors cannot create a Topic without creating a Forum all discussions take place on the Topic level.
Grading of student posts takes place on the Topic level only.

Shelley Gross-Gray Shippensburg University
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5] Campass | ) Refrech Mark | Hide -9 Settings  Wiew: | Threedsd = | Apply
2ll R=ad Search )
Your Initial Post: Due . Unthreaded i)
&l Mezsages

. Unread Only
Introduce yourself to the class. For instance you may want to write about Flagged only kol
taak the coursa? You MUST write two things abaut your life, ore trus and EeTeTrE
Repsonse bo Classmates Posts: Due
Each class member is respansible for respanding to EVERY other class membears entry.
Slasce note: Don't assume that noone has respanded to this topic. Classmets responces vall only
display AFTER vou past yvour mMessage.
Search For Search | Shaw Sgarch Qplions

20 =| threads per page

e’ 3 Mark Unread | & Reply | oF Edit Copy  [if Delete | §2) History

Donna’s Introduction & T

Lupcead of 4 massages - 4 authons)
Clicking an the More
actions... ink causes
I love to fish. the Actions toolbar to
appear.

1 wsed to play the crgan.

Button Description

[ Compose Composes a new message within the topic

72 Refresh Refreshes the window

Mark All Read | Marks all messages as having been read

— Show Search |Shows or hides the Search bar

Drop-down Menu

1. The Back to Forum & Topics Lists link provides easy access to the main Forum and Topics page.
2. The Compose bar performs the following functions:

under the message to which they are replying.

Threaded |When messages are viewed as threaded they appear in the
order of their posting date. Replies to messages are indented

an original post.

Unthreaded|When messages are viewed as unthreaded replies are not
indented but appear flush with all other messages. They are
sorted by date regardless of whether the message is a reply or|

All
Displ I d and d.
Messages isplays all messages read and unrea
Unread .
Only Displays only messages that have not been read.

Only importance.

Flagged [Displays only messages that have been flagged for

Shelley Gross-Gray
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4. The Message Actions bar performs the following functions:

Button Description

Marks selected messages in the topic as read

wiE

N

Marks selected messages in the topic as unread

Instructors Only: Deletes selected messages

Allows instructors to view selected messages in a printable
format (Grid View Only)

Click on the gray Flag button to flag selected messages

7| O |

Compose and Reply to Messages

From the Course Home page click on the Discussions link. The Forums and Topics List pane appears.
Enter the desired Topic by clicking on the Topic link.
Click on the Compose button.
Compose a new message by clicking on the Compose button.
*  Fill out the Compose form.
» |[f desired, click on the Pin checkbox. Instructors can "Pin" the message to the top of the Topic
area. A "Pinned" message will transfer when the Discussions area is copied to another course
(ORG UNIT).
= Click on the Post button.
5. Reply to a message by clicking on the Reply link. Notice that

PwNPE

Discussions: Using the Search Feature

The Search feature allows the instructor to search all forums and topics in the course for messages

pertaining to specific terms. This feature is specifically useful if instructors want to see how many students
wrote about a specific subject.

1. From the Course Home page on the Navigation bar click on the Discussions link. The Forums & Topics
List pane appears.

2. Click on a Topic. The Topic pane appears.

3. Click on the Show Search Options link or in the Search For text box type the appropriate search word(s).

] Compose "2) Refresh Mark All Read :» Hide Search :;3_, Settings

Your Initial Post: Due

Introduce yourself to the class. For instance you may want to write about your inter
Repsonse to Classimates Posts: Due

Each class member is responsible for respending to EVERY other class members &

Flease note: Don't assume that ncone has responded to this topic. Classmate respt

Search For: | Sparch | Show Search Opt
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4. Show Search Options:
= Select Start date - Use the pull-down menus to specify the appropriate time constraints.
= Select End date - Use the pull-down menus to specify the appropriate time constraints.
5. Click on the Search button. The Search results are displayed.
6. To read a message from the results list click on the message title. The message appears in a new
window.
7. Click on the Clear Search button to clear the search and view all the Topic messages.

Linking to a Discussion in Course Content

Desire2Learn allows instructors to link to discussions right from a course content area. This allows users to
easily discuss the topic with just one click, instead of having to access through the Discussion area.

1. From the Course Home page on the Navigation bar, click on the Content link. The Manage Content pane
appears.
&
For the desired module click Add Topic icon. The New Topic pane appears.
3. Click on the Quicklink % Quicklink jeqn The New Topic - QuickLink pane appears.

New Topic - QuickLink

Mew

L5 Manage 4F
Topic

~ Content

Propeﬂies] Restrictions || Discussions || Comments

General
Parent Module: Syllabus | [add module
* Title:
Shart Title:

Enumeration: [ |Hide enumeration for this topic
Content
* URL: | | &

Open in New Window: |: Preview/view the content topic in a new window or tab

Cancel Save and Mew | Sem:]

4. From the Parent Module pull-down menu select the desired module.
5. Inthe Title text box type the topic title. If the title is long, instructors may want to add Short Title
(Optional Step)

6. Click on the Quicklink % icon. The Insert QuickLink dialog box appears.
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Insert a QuickLink B

Category

¥ Categery: IDi;:u;sicn; =

Link Details

* Discussions: IEcIt:: a forum or a topic ;I

a0 | Insert

7. From the Category pull-down list, select Discussions. The dialog box refreshes.
8. From the Discussions pull-down list, select the desired discussion topic.

9. Click on the Insert button. The Insert Quicklink window closes.

10. Click on the Save button. The Content Manager pane appears.

11. Click on the Manage Content link to view the link in the Content area. When students click the link, they

will be taken directly to the linked discussion.

Working with Course Content

How do | upload my Syllabus or PowerPoint file?

The Content area in D2L consists of Modules and Topics. The Module is the folder level. The Topic is the Item

level. All Topics must be in Modules. For an in-depth look at the Content area please go visit:
http://www.ship.edu/IDDS/D2L/Content/Working with Content/

Create a Module

1. From the Course Home page click on the Content link. The Manage Content pane appears.
2. Click on the New Module button. The New Module pane appears.

New Module

4 Manage | New
L“"'r! Content E| Module

|Pmperlins Restrictions | Comments

Parent Module: |—-Nnne-- w

# Title: |

Short Title: |

Enumeration: [T]Hide enumeration for this maodules ¢

Cance!' Save and New M
3. Inthe Title text box type the module's title

4. Short Title: Use a Short Title only if the Title of the Topic or Module is long. The Short title appears in

the side frame when students are viewing Content.
5. Select the Restrictions tab. Moving one tab to another tab causes the content of that tab to
be automatically saved.
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6. To conceal the Module from students, click on the checkbox next to Hide this module. Setting date
restrictions on the Module level controls any Topics placed in that Module.

L.,J\ Manage Il Edit

» Content 5% Module

Properties Comments

il Saved Successfully (Mar 18, 2010 11:28 AM),
Availability

Hidden: [T]Hide this module
Date Availability: [[]Has Start Date
]

[JHas End Date

Release Conditions

Attach Existing | | Create and Attach | Remove All Conditions '_T]

There are no conditions attached to this item,

Cancel Save and New | | Save

7. To set Date Availability for the Module:
1. To specify the start date select a start date from the calendar by clicking on the Select Date =]
2. To specify an end date select a date from the calendar by clicking on the Select Date ] icon.
8. To release the Module under a set of conditions, click on the Create and Attach button in the Release
Conditions area.
9. To save this module click on the Save button.
To save this module and create another one click on the Save and New button.

Uploading a File (Topic) to the Content Area

1. From the Course Home page click on the Content link in the red Navigation bar. The Manage Content
pane appears.

2. Click on the New Topic button. The New Topic pane appears.

3. Click on the Upload New File link. The New Topic - Upload New File pane appears.

New Topic

[ Manage T New
—4» Content Topic

Content Source

T Create Hew File
Author new course content using the online HTML editor.

[y Course File

Create a new topic using an existing file from the course,

|@ Upload Mew File
Create a new topic using a file from your computer,
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“ Manage 75| New
T Content Topic

Properties | Restrichons | Discussions | Comments

General

Parent Module: Syllabus w | [add module]

+ Title:

Short Title:
Enumeration: [|Hide enumneration for this topic ¢

Content

* File to Uplaad: | choose File |[g file chosen

Path: seontent/Courseffering/CO_I0S0_15/ | Choose destination

Cancel | -Save and Mew | Save

4. From the Parent Module pull-down menu select the module this topic will appear under or add a
Module by clicking on the add module link. In the Title text box type the desired title.
5. Inthe Short Title text box type an abbreviated title, if desired.
6. To select the file that will be uploaded:
e Inthe Content section, click on the Browse button. The Choose file dialog box appears.
e Using the Look in pull-down menu locate and select the file.
e C(Click on the Open button. The path and filename of the file appear in the File to Upload text
box.
7. To save this topic click on the Save button. To save this topic and create another of the same type click
on the Save and New button.
8. Verify the link by clicking on it within the Content area.

Can | link to areas within D2L such as the Dropbox and/or Discussions area or place a link on the
Internet within the Content area?

Yes, instructors can use the Quicklink feature in the Content area to achieve this goal. To add a Quicklink to
the Content area:

1. From the Course Home page click on the Content link in the red Navigation bar. The Manage Content
pane appears.

2. Click on the New Topic button. The New Topic pane appears.

3. Click on the Quicklink link. The Quicklink pane appears.
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New Topic - QuickLink

L.:[ Manage 5 Mew
w Content Topic

[Prupcrtics |Rc.=:'|l:‘.lcr‘5 Chscussions |Ccmm:rtsl

General

Parent Madule: [--Chosss a Module—-

# Title: |

Short Title: |
Erumeration: [ Hide enumeration for this topic &

Content

e - -0

Open in New Window: [7] Preview/view the cortent bopic in a new windew or tab

C,anr_e.| | Save and New | S-a'.'el

o QuickLink allows linking to a course file, another area within the course, or a website.

Insert a QuickLink

Category

* Category

Pick Categaory

Link DetailqcD-roem File
Chat
Checklist
Content
Course File
Dizcussions
Dropbox
Quizzes
Schedule
Self Azzessments
Surveys

Url

Cancel Insert

-- Pick an Ite

Creating a topic with QuickLink also allows for linking relevant course material to its appropriate section in
the Course Content page.

Insert a QuickLink
Category
* Category: | Quizzes ;I
Link Details
* Quizzes: Introductory Quiz;l
Choose Quiz
|Without Categor
.___Introducto
Cancel Insert
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e Instructors can add a URL to the Content area by placing a complete URL (including the http://
[example http://www.ship.edu]) in the URL/Quicklink text box. Copy and Paste the URL directly from the
address box in a browser. Click inside the Preview/view the content topic in a new window or tab checkbox
to have the page display in a new browser window.

Content

= UAL: | &

Cpan in New Window: I_ Preview/vizw the content bopic in a new window or tab

Cance | Save and Maw Save

ff‘ Shippensburg University - Windows Internet Explorer

| File Edt Wiew Favorkes Tools

5.7 Favarites +E| ,| % Shiooensbur

Assessing Students

How do | have students turn in their assignments through D2L? Do we still have Turnitin (Plagiarism
Detection)?

Students submit assignments through D2L via the Dropbox. Although the name “Turnitin” does not occur
anywhere in the platform, when instructors click on Plagiarism Detection checkbox when setting up the
Dropbox the D2L system connects to Turnitin. Please inform students that they will be submitting their
assighment to the Dropbox not into the Turnitin.com site.

Adding a Dropbox Folder

1. In order for students to submit their assignments through the Dropbox, folders must be created for each

assighment.
2. Onthe Course Home page red navigation bar, click the Dropbox link. The "Dropbox Folders" pane
appears.
3. Click on the New Foldericon. — =" The "New Folder" pane appears.
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New Folder

F| Folder List | e~ New Folder
e

I Properties “ Restrictions ” Activities

Folder Properties

* Name: |We|cume to D2L!

Plagiarism Detection: |:| Enable for this folder How does Plagiarism Detection work?

Folder Type: @ Individual submission folder 2
l::)Grcn.u:r submission folder &

Group Category
Category: | No Category v
[New Category
Grade Item: | 1 v| [New Grade Item

Out Of: |25|

4. Click on the Properties tab.

5. Inthe Name text box assign a name for the folder.

6. If desired, select Plagiarism Detection by clicking on the checkbox next to Enable for this folder.
[Although it is not indicated in the D2L platform plagiarism detection is provided by Turnitin]

7. Select a folder type (individual or group submission) by clicking on the radio button next to each type.

e If the Group submission folder is selected, select the Group Category from the drop-down box.

8. (Optional) From the Category pull-down menu, select the desired category or Click New Category. The
"New Dropbox Category" dialog box appears.

e Inthe Name text box type the desired category name
e Click on the Save button.
10. To link this folder with a grade item, go to the Grade Item pull-down menu and select the appropriate
item OR to create a new grade item:
e C(Click on the New Grade Item link. The "New Grade Item dialog box appears.
¢ Inthe Name text box, type the desired name.
e OPTIONAL: In the Short Name text box, type an abbreviated form of the name.
e From the Category pull-down menu, select the category, if desired.
e Inthe Grading and Restrictions sections, select the desired settings.
e Click on the Save button. The system automatically returns to the New Folder pane.

11. In the Out of: text box enter the points value for the assignment. This value should match the point
value in the Grades area. If the values are not equal the grade will not calculate correctly.

12. If instructors have assignment guidelines for students, the guidelines can be placed in the Custom
Instructions text box OR Attach a file to the Dropbox by clicking on the Add a File button under Attached
Files.

13. Under the Submissions Options area, Files Allowed per Submission:

1. Click on the radio button of the appropriate option.
1. Unlimited (students can submit an unlimited amount of files)
2. One file per submission
2. Click on the radio button next to the desired Submission choice (Keep all submissions, Overwrite
submissions, Only one submission allowed)
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14. Plagiarism Detection Options:
1. Keep the default entries in this section.
2. Under Display, instructors can choose to Allow submitters to see Originality Reports by clicking
on the checkbox.
3. To manually choose files to send to Turnitin, under Frequency, click on the radio button next to
Identify individual submission for plagiarism detection.
15. Click on the Save button. The new folder will now be added to the "Dropbox Folders" section.

Adding Release Conditions to a Folder

1. On the Course Home page red Navigation bar, click the Dropbox link. The "Dropbox Folders" pane
appears.

2. Forthe desired folder, click on the Edit button. ¢ The "Edit Folder" pane appears.

Select the Restrictions tab.

4. To set a Start Date in the Availability section:
1. Select Start date - Use the pull-down menus to specify the appropriate time constraints.
2. Select End date - Use the pull-down menus to specify the appropriate time constraints.
3. To add this event to the class schedule, select Display in Schedule.

5. Click on the SAVE button.

w

Downloading Assignments

1. Once students have submitted their assignments in the Dropbox, instructors can open or download
them for grading.
2. On the Course Home page red Navigation bar, click on the DROPBOX link. The "Dropbox Folders" pane
appears.
3. Inthe Dropbox Folders section, click on the desired folder. The "Folder Submissions" pane appears.
Click the link of the desired file. The "File Download" dialog box appears.
5. To open the file from its location, click on the OPEN button OR to save the file:
e C(Click on the Save button. The "Save As" dialog box appears.
e Navigate to the desired save location.
e Click on the Save button.
6. Repeat steps 3-5 to download student documents.

e

Giving Feedback

If a Dropbox folder was set up to be associated with a grade/assessment item, instructors have the option of
leaving grade feedback in addition to assignment feedback.

Giving Feedback: In the Student Dropbox

1. On the Course Home page red navigation bar, click on the Dropbox link. The "Dropbox Folders" pane
appears.

2. Inthe Dropbox Folders section, click the desired folder. The "Folder Submissions" pane appears.

3. Next to the student's name, click the Leave Feedback link. The "Leave Feedback" pane appears.
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Submission

Folder: Test Folder
Use&r: ['r.u; Hiowser

Files: Submitted Files Comments Submission Date
=| Asignment 1.doc (25.5 KB) Jun 13, 2008 11:25 AM
Dowriload All Files
Feedback
Feedback: [ #]

In the Dropbox Feedback text box, type feedback.
When finished, click on the Save button. Once saved, students will be able to view the feedback.

Giving Feedback: In the Student File

The instructor has the freedom to add and clarify feedback throughout the document. In the appropriate
program, open the file and add comments to the student's document.

1.
2.

Noukw

© o

On the Course Home page navigation bar, click the Dropbox link. The "Dropbox Folders" pane appears.
In the Dropbox Folders section, click the folder where the assignments have been placed. The "Folder
Submissions" pane appears.

Select the student and click on the Leave Feedback link. The "Leave Feedback" pane appears.

In the Feedback text box, type a message indicating the placement of the comments.

Under the "Attachments" section, click on the Add a File button. The "Submit a File" dialog box appears.
Click on the Browse button. The "Choose file" dialog box appears.

Locate and select the file with instructor comments, click on the Open button. The selected file is
indicated in the "Submit a File" dialog box.

Click on the Upload button. The "Insert File" dialog box closes.

When finished, click on the Save button.

Editing Feedback

1. Instructors can add or change feedback given to a student.

2. On the Course Home page red navigation bar, click the Dropbox link. The "Dropbox Folders" pane
appears.

3. Inthe Dropbox Folders section, click on the folder link where the assignments have been placed. The
"Folder Submissions" pane appears.

4. Next to the student's name, click on the Feedback Left link. The "Leave Feedback" pane appears.

5. Inthe Dropbox Feedback text box, make the desired change.

6. When finished, click on the Save button. The new instructor feedback replaces the old instructor
feedback.
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Deleting Feedback

6.

On the Course Home page red navigation bar, click the Dropbox link. The "Dropbox Folders" pane
appears.

In the Dropbox Folders section, click on the folder where the assignments have been placed. The
"Dropbox Contents: [Folder Name]" pane appears.

For the student, click on the Feedback Left link. The "Leave Feedback" pane appears.

In the Leave Feedback panel click Delete this Feedback. A confirmation dialog box appears.

Click on the YES button. The link "Feedback Left" will turn to "Leave Feedback." The feedback can no
longer be viewed in the student's dropbox.

Click on the Save button.

Can | give students quizzes or exams in the D2L platform?

Yes, D2L provides a student assessment area. Using Respondus is the quickest and easiest way to upload
guestions into D2L. Respondus is a test creation tool that allows instructors to create both paper-based
and digital assessments.

Importing Quiz Questions

For quiz questions some instructors may want to use "test banks" provided by textbook publishers or
existing Word documents. If properly formatted, files containing test and quiz questions can be
imported directly into Desire2Learn, bypassing the need to copy and paste questions individually.
However, other files must first be converted into a document format that D2L will recognize.
Publisher Software: Please contact Donna at x3439.

Respondus

Respondus is a program that can convert files for use in D2L. Before converting questions from a test
bank file with Respondus, place them in a document with the correct formatting. The document must

be saved as a .txt file type. Respondus has excellent resources on their web site:

Respondus Quick Start Guide
http://www.respondus.com/downloads/Respondus%20Quick%20Start%20Guide.pdf

Respondus: Formatting Questions
http://www.respondus.com/movies/Importing/Importing%20Questions%20with%20Respondus.html

Respondus Demo: Publishing a Quiz in D2L
http://www.respondus.com/movies/PbDesire2Learn/Publishing-to-a-Desire2Learn-Course.html

Respondus Test Bank Network
http://www.respondus.com/movies/TBN/Introduction%20t0%20the%20Respodus%20Test%20Bank%20

Network.html
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Can | give students quizzes or exams in the D2L platform?

Instructors can use the Quizzes tool to manage quizzes that have been created, copied, or imported;
manage questions using the question library; preview, organize, and grade quizzes; view quizzes by
category or availability; view current, future, and past quizzes; view course and quiz statistics; create
categories and place quizzes in them.

Preparing an uploaded Quiz for Deployment
Properties Tab

1. From the Course Home page navigation bar, click on the Quizzes link. The "Manage Quizzes" pane
appears.

Tl New

2] .The

2. Click on the New Quiz button "Manage Quizzes-New Quiz" pane appears.

Manage Quizzes - New

»-;‘jl Manage Quizzes e Question Library II| Course Statistics
[Z1, Quiz " New
E=7] List 1l

Properties || Restrictions || Attempts || Activities || Submission Reports Layout/Questions

Views Setup
Save Quiz
General
+ Mame:
Category: | ng category El add category]
Grade Item: | pygne [=] [add grade item]
Auto Export to Grades:
Automatic Grade: [ allow attempt to be set as graded immediately upen completion

Fortfolio Artifacts: [37] Allow users to add this quiz to their ePortfolio

3. Onthe Properties tab, go to the General section
4. Inthe Name text box, type the desired quiz name.

General Quiz Options:

The General section of the Properties Tab contains several general quiz options including naming a
Category, associating the quiz with a Grade Item, and two of the MOST important check boxes, Auto
Export to Grades and Automatic Grade.

Category

The Category option allows instructors to choose an already-existing category from the pull-down menu,
choose "no category", or add a new category for the quiz. This step is optional.
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To add a new category for the quiz:

1. Click the Add Category link. The "Add New Category" dialog box appears.
2. Inthe Name text box, type the desired category name.
3. Click on the Save button.

! Grade Item

With the grade item option, instructors can link the quiz to an existing grade item, choose "none" for no
grade item, or add a grade item for the quiz. Note: that if using a weighted grade book, it is better to
set up the grade items in the grade book before creating the quiz.

To add a grade item for the quiz:

1. Click the blue Add Grade Item link. The "Add New Grade Item" dialog box appears.
2. Complete the specifications of the new grade item in the dialog box.
3. When finished, click on the Save button.

! Auto Export to Grades

The "Auto Export to Grades" option will automatically send the quiz grade to the linked grade item.
Check the box next to this option to put it into effect. If selecting to automatically export to grades, the
next option, "Automatic Grade," should also be checked.

! Automatic Grade

The Automatic Grade option allows the quiz to be graded as soon it is completed. If this box is not
checked prior to student quiz completion, the grades will remain in the quizzes area and will not be
automatically moved into the Grades area.

Check the box next to "allow attempt to be set as graded immediately upon completion" to put this into
effect. If the quiz contains long-answer questions, the system will only automatically grade the
True/False and multiple choice questions; the long-answer questions will need to be graded by the
instructor.

Optional Advanced Properties

The Optional Advanced Properties section provides instructors with the ability to add Hints, a
Notification email, disable right-click and disable pager access. To access it, click the down arrow next
to the blue text "Expand optional advanced properties."

Optional Advanced Properties

(’-'«_‘;‘ Collapse optional advanced properties

Hints: ] allow hints
MNatification Ermail :
Disable Right-Click: []do not Allow users to right-click {control-click on a Mac) when
taking a quiz.

Disable Pager Access: [ do not allow the sending or reception of pager massages while
taking thizs quiz
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Hints
If this option is selected, students may view hints on quiz questions.

Notification email
Instructors may type in their email address here if they wish to receive notification each time a student
completes the quiz.

Disable Right-Click
Disable Right-Click is an option that prevents student from right-clicking on the quiz, which would allow
them to save it as a file or print it from their computer.

Disable Pager Access

This determines the availability of the option to disable pager access during an active quiz attempt.
When set to 'On' it allows a user editing a quiz to disable pager access for a particular quiz. However, it is
not necessary to check this option, as we have already disabled the D2L Pager tool.

Messages

The Messages Property allows instructors to add additional written content to the quiz, as a Description
or Introduction or both. If it is not already expanded, click the down arrow next to the blue text that says
"Expand Messages."

Descriptions are visible before the quiz is available and can be used to remind students what topics a
quiz will cover. To add a Description, select the "on" button next to Description and type the description
in the box. Instructors may type a description in the box without selecting "on" to make the

description invisible to students.

Description: @ on ©) off @

-----------------------------------------------------------

Edit Description

Introductions are visible only once a student begins the quiz. To add an introduction to the quiz that is
visible to students, select "on" next to Introduction. Type the introduction in the box.

@ Collapse messages
Description: -;:;- off &
&
£

E Edit Description
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Page Header/Footer

Page Headers and Footers will be shown at the top and bottom of the quiz page, respectively. If the
section is not already expanded, click the down arrow next to "Collapse page header/footer."
To add a page header, select the "on" button next to "Page Header" and type the header in the box.

Page Header/Footer

@ Collapse page header/footer

Page Header: (@ on (7) off
&
Z

=

To add a page footer, select the "on" button next to "Page Footer" and type the footer in the box.

o

Page Footer: i@ on (7 off
&
Y

Save Quiz
When the quiz properties are all set, go back to the top of the page and click on the Save Quiz button. To

~ Preview

preview the created quiz, click the Preview button —*
Restrictions Tab

Instructors can set when a quiz will be available to students and specify how long students have to
complete the quiz.

Setting Quiz Availability

1. Select the Restrictions tab. The Restrictions options appear.
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Froperties | Restrictions | Attempts || Activities Reports |

Setup

Submission
Views

(o] Saved Successfully (Apr 2, 2010 12:10 PM).

Availability
Status: | [pactive E'
Dates: [[|Has Start Date

April 2 2010 T

12 i0 PM
[[]Ha=s End Date

April 9 2010 HE .

12 10 PM

2. Go tothe Availability section
3. From the "Status" pull-down menu, select "Inactive" or "Active." A quiz will be visible to students
only when the status is set to Active.
* To have the quiz available any time the status is Active, do not select start or end dates. The
quiz will be available until changed to Inactive status.
4. To set a specific beginning and ending availability period:
» Select Start date - Use the pull-down menus to specify the appropriate time constraints.
» Select End date - Use the pull-down menus to specify the appropriate time constraints.
5. Click the Save Quiz button. The quiz availability is set.

Setting Quiz Duration

The Timing options in D2L allow instructors to establish a time limit for quizzes and to determine how
quizzes submitted after that time limit will be handled.

1. Select the Restrictions tab. The Restrictions options appear.

2. Go to the Timing section
3. Inthe Time Limit text box, type the desired number of minutes students will have to complete the
quiz.
Timing
Time Limit: 455 minutes [#] show clock
Grace Period: g minutes before flagged as late

Late Submissions: @ Allow normal submission
Use Late Limit of | 1 minutes

Auto-Submit Attempt

4. Select enforced. Selecting this option also selects "show clock."
5. Select "show clock." This option displays a count-down clock during the quiz showing how much
time is left to complete the quiz.
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6. To set a grace period for late quizzes, in the Grace Period text box type the desired number of
minutes. The grace period is a time limit for students to submit quizzes after the deadline without
them being marked late. The value must be set to at least 1 minute.

7. To determine how to treat quizzes that are submitted late, go to the Late Submissions section and
make the desired selection.

Option Implication

Allow normal Late submissions are accepted, but flagged as late for
submission the instructor's reference. No points are deducted.
Use Late Limit | Late submissions are always accepted, but quizzes

of # minutes submitted after the Late Limit are marked 0 points.

To use this feature, "enforced" must be selected.

The Quiz will automatic all submit after the Time Limit
+ Late Limit + Grace Period have been exceeded.
Auto-Submit The clock runs out and indicates time exceeded. The
Attempt student can continue working but cannot save
subsequent answers. When the student clicks Submit
only those answers recorded before the end time will
be accepted.

To use this feature enforced must be selected.
8. Click the Save Quiz button.

Setting Quiz Restrictions and Special Access

Instructors can set restrictions that enhance the security of a quiz as well as set access to some students and
not others. This can be helpful for accommodating special circumstances.

Setting Advanced Restrictions

Instructors can further restrict access to a quiz by requiring a password or requiring that the quiz be
completed on a computer with a specific IP address.

1. Select the Restrictions tab. The Restrictions options appear.

2. Inthe Optional Advanced Restrictions section, click the arrow next to the blue text Expand optional
advanced restrictions. The Optional Advanced Restrictions options appear.

@ Collapse optional advanced restrictions

Pazzword:

IP Restriction:

3. To set a password, go to the Password text box and type the desired password.

4. To set a specific IP address, go to the IP Restriction text boxes and type the desired IP address. This
allows users to take the quiz only from the specified IP address (specified computer).

5. Click the Save Quiz button. The advanced restrictions are set.
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Adding Special Access
Instructors can tailor restrictions for one or more students to accommodate special needs or situations.
Adding Special Access: Accommodating Selected Users

Instructors can change the availability or length of time for a quiz for selected students. For example, if a
student has a learning disability, an instructor could choose to allot them more time for that student.

Select the Restrictions tab. The Restrictions options appear.
In the Advanced Availability section, select "Allow selected users special access to this quiz."
Click "Add users to special access." The "Special Access" dialog box appears.
To assign a special time for quiz availability, go to the Special Access Properties section and make
the desired date and time selections.
5. To assign a different time limit than the rest of the class:
1. Select Assign special time limit.
2. Inthe Time Limit text box type the desired number of minutes.
3. Select enforced.
6. To assign a different grace period than the rest of the class:
1. Select Assign special grace period.
2. Inthe Grace Period text box, type the desired number of minutes.
7. To assign a different late limit than the rest of the class:
1. Select Assign special late submissions.
2. Select the desired Late Limit option.
8. Inthe User List section, select the users to which these special access criteria will apply.
NOTE: A user is selected if a checkmark appears next to his/her name.
9. Click the Add Selected button. The dialog box closes and the selected students appear in the
Advanced Availability section.
10. To add different special access for other students, repeat steps 4-9.
11. Click the Save Quiz button. Special access for the selected users is set.

PwNPE

Adding Special Access: Restricting Access to Selected Users

Using this feature, instructors are able to restrict certain students from accessing a quiz. This would be
applicable in a situation where one or more students were to take a make-up quiz.

1. Select the Restrictions tab. The Restrictions options appear.

2. Inthe Advanced Availability section, select "Allow only users with special access to see this quiz."
NOTE: When this option is selected, the quiz is only available for those who are listed in the
Advanced Availability section.

3. Click "Add users to special access." The Special Access dialog box appears.

4. To assign a special time for quiz availability, go the Special Access Properties section and make the
desired date and time selections.

5. To assign a different time limit than the rest of the class:

1. Select Assign special time limit.
2. Inthe Time Limit text box, type the desired number of minutes.
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3. Select enforced.
6. To assign a different grace period than the rest of the class:
1. Select Assign special grace period.
2. Inthe Grace Period text box, type the desired number of minutes.
7. To assign a different late limit than the rest of the class:
1. Select Assign special late submissions.
2. Select the desired Late Limit option.
8. Inthe User List section, select the users to which these special access criteria will apply.
NOTE: A user is selected if a checkmark appears next to his/her name.
9. Click the Add Selected button. The dialog box closes and the selected students appear in the
Advanced Availability section.
10. To add different special access for other students, repeat steps 4-9.
11. Click the Save Quiz button. Special access for the selected users is set.

Attempts Tab
If desired, an instructor can set up a quiz so that students may attempt to take the quiz more than once.

1. Select the Attempts tab. The Attempts options appear.

Properties | Restrictions | Attempts | Activities || Submission Reports |La‘\-'|::ut."Qu|:stiDns
Views Setup

[ Saved Successfully (Apr 2, 2010 1:49 PM).

Save Quiz
Altemplts
Atternpts Allowed: |y El
Overall Grade Caleulation: |Highest Attempt =

2. From the Attempts Allowed pull-down menu, select the desired number.
3. From the Overall Grade Calculation pull-down menu, select the desired option:

Option Description

Highest Attempt Uses the student's highest score
Lowest Attempt Uses the student's lowest score
Average of all Uses an average of the scores from the
Attempts student's multiple attempts

First Attempt Uses the student's first score

Last Attempt Uses the student's final score

4. Click the Save Quiz button. The number of attempts allowed is modified.
Submissions Tab

Instructors can let students view certain information after their quizzes have been submitted. This helps to
assure students that their quizzes have been submitted successfully. Instructors can also allow students to
view their answers and the correct responses. Additional views block certain quiz information until a
specified date.
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Changing the Default Submission View

The Default submission view gives students the following information:
= The date and time they submitted the quiz
»= Their score for this attempt
* The total possible score

Instructors can change or add information to the default view. This section will explain how to change the
default view students see upon submitting a quiz. Options not selected for the initial view can be included
in an Additional View.

1. From the Course Home page red navigation bar, click the Quizzes link. The "Manage Quizzes" pane
appears.

2. Click the desired quiz. The "Edit Quiz" pane appears.

3. Select the Submission Views tab. The Submission Views options appear.

Properties || Restrictions | Attempts | Activities | Submission Reports Layout/Questions
Views Setup

E_ Saved Successfully (Apr 2, 2010 2:01 FM).

Default View
The following is the submission view that will be released to users
Default View

Date: immediately

Show Questions? No

Statistics: none

Additional Views

Add Additional View

4. To view the default view properties, click Default View. The "Edit Quiz Submission View" pane

appears.
5. To change the default message, go to the View Properties section and in the Message text box type

the desired quiz submission message.

View Properties

Message: (,}“ Your guiz has been submitted successfully.

dabg

6. To allow students to see quiz questions:
1. Inthe View Details section, go to Show Questions? and select Yes.
2. Select which questions to display and the question format.
3. Todisplay the correct answer with the displayed question, select Show question answers.
4. To show the number of questions the student got correct, select Show question score and

out of score.
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View Details

Show Questions? @ Yes
(C) Show guestions answered incorrectly &)
(71 Show guestions answered correctly &
(7) Show all questions without user responses )
@ Show all questions with user responses &)
[[]Show question answers £}
Show question score and out of score

7 No @

Score: [] Show attempt score and overall attempt score @
Statistics: [7] Show class average

[[] Show score distribution

7. To allow students to see their attempt score immediately after submitting their quiz, go to the Score
section and select Show attempt score and overall attempt score.

8. To allow students to view the average score for the class, go to the Statistics section and select Show
class average.

9. To allow students to view the grade distribution for the class, go to the Statistics section and select
Show score distribution.

10. To save changes, click the Save View button. Report options are set.

Creating an Additional View

Instructors can use the "Additional View" option to control the release of information for a quiz. Only the
most recent information will be displayed to the students. For example, the initial view might show only the
User Answers.

1. From the Course Home page red navigation bar, click the Quizzes link. The "Manage Quizzes" pane
appears.

2. Click the desired quiz. The "Edit Quiz" pane appears.

Select the Submission Views tab. The "Submission Views" options appear.

4. Click Add additional view. The "New Quiz Submission View" pane appears.

w

Shelley Gross-Gray Shippensburg University
Donna Panzo



Instructional Design and Development Services < LL0O15 < idds@ship.edu

=L quiz |47, Edit Ei.f" Grade I Reports I Stats Preview
H¥List S E Lall h L=

Activities | Submission Reports Layout/Questions

Properties || Restrictions || Attempts
Views Setup

] Baved Successfully (Apr 2, 2010 2:38 PM).

Default View
The following is the submission view that will be released to users
Default View

Date: immediately

Show Questions? hNo

Statistics: none

Additional Views

5. Go to the View Properties section and in the Name text box, type the desired name for the new

view.

o Go Back to Submission Views

View Properties

+ Name:

Message:

6. Inthe Message scroll box, type the desired message.

Go to the View Restrictions section.
8. From the Date pull-down menus select the desired date and time that this view will be available.

~

View Restrictions

Date: [april [=][z [=] 2010E|E|'§,,,
2 =l[m=PM= -

Mow

9. To allow students to see quiz questions:
1. Inthe View Details section under Show Questions? select Yes.

2. Select which questions and the question format to display.
3. Todisplay the correct answer with the displayed question, select Show question answers.
4. To show the number of questions the student got correct, select Show question score and

out of score.
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View Details

Show Questions? @) Yes

(7) Show guestions answered incorrectly &

(7)) Show guestions answered correctly &

(7) Show all questions without user responses ¢
@ Show all questions with user responses @
[F] Show question answers (]

Show question score and out of score
©Ne @
Score: [J| Show attempt score and overall attempt score &

Statistics: [T Show class average

[F]Show score distribution

10. To allow students to view the average score for the class, select Show class average.
11. To allow students to view the grade distribution for the class, select Show score distribution.
12. To save changes, click Save View. The additional report is created.

Layout and Questions Tab

Instructors can add and edit questions and question values from the Layout/Questions tab. If an
instructor is using Respondus he/she will need to upload the file through the Edit Course >
Import/Export/Copy Components tool. Once the assessment is uploaded, questions can be modified and
exam question values updated on this tab.

1. Set how many questions are displayed per page by typing the desired value in the Questions Per
Page entry box and clicking Go.

2. To manually insert a page break in the quiz, click on the small gray arrow between the questions.
The gray arrow and line will turn blue, indicating the page break. Tip: Using a small number of
guestions per page reduces page load time.

3. Click on the Save Quiz button.

Deleting a Quiz
1. Onthe Manage Quizzes page, click the Delete Quizzes icon.

2. Delete a quiz by click on the check boxes beside the quiz name.
3. Click on the Delete Selected button.

Grades

Can students see their grades online?
Yes, students can view their grades in the Grades area.

Step 1 - Setting up the Grades Area

Shelley Gross-Gray Shippensburg University
Donna Panzo



Instructional Design and Development Services < LL0O15 < idds@ship.edu

We recommend that course instructors gather all course materials (syllabus, list of assignments, grading
plan) before beginning the grades setup process. Even if copying a grade book over from a previous
semester, instructors need to set up the grade book using the Grades Settings area. Follow the steps
listed below to set grade calculation system, scheme, and display options. Instructors who follow these
steps in setting up their grades have are less likely to forget any important grading details which may
cause problems when it comes time to submit grades.

Selecting a Grade Calculation System
1. From the Course Home page on the Navigation bar, click on the Grades link. The User List pane
appears.
2. Inthe Grades Area box on the left-side of screen click on the Grades Settings button

Grades Settings
& . The Personal Display Options pane appears.

’m| Calculation
3. Click on the Calculation Options button. < Optiens

4. Inthe Grading System section select desired grading system (Points, Weighted, or Formula) by
selecting the radio button next to the word.

Points System

Instructors can use the Max. Points assigned to a grade item to be equal to its contribution to
the final grade. Final grades are calculated by adding a user's score on all grade items together
and dividing by the sum of the Max. Points values. The final grade is becomes the total number
of points of all the grade items.

i@ Points &)

Example:

Aszignments Category (40 points)
- Az=zignment 1 Item (20 points)

- Azsignment 2 Item (20 points)
Final Exam Item (200 points)

Final Grade: /240 points
Weighted System

Instructors can use the weighted system to calculate grade items as a percentage of a final
grade worth 100%. Grade items are assigned a weight as a percentage of their parent category
(or final grade if no parent category exists). The Max. Points instructors assign to individual
grade items can be any value, but their contribution towards the category they belong to and
the final grade is the percentage value (weight) assigned to them.
= 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 the items in the category
are graded.
= D2L will display a warning message if grade items and categories do not add up to 100%.
Instructors can choose to ignore this warning; a balanced grade book is not required
however, final grades will be calculated with the assumption that everything sums up to

100%.
*= [f the weights assigned to grade items do not sum to 100%, the weight of each item is
adjusted.
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Grading System

Grading System: . Weighted
Example: )
Assignments Category (20% of final grade)
- Assignment 1 Item (30% of Assignments)
- Assignment 2 Item (509 of Assignments)
Final Exam Item (280%: of final grade)

Final Grade: /100%

5. Inthe "Final Grade Released" section, select the radio button next to the Calculated or Adjusted
Final Grade option. The Adjusted Final Grade option provides the most flexibility by allowing
instructors to make changes to the final grade. Selecting a Final Grade Release option does NOT
automatically release the Final Grade to students.

Final Grade Released

Release: 7 Calculated Final Grade

o

@ Adjusted Final Grade &)

6. Inthe Grade Calculations section, the radio button next to the desired option.

Grade Calculations

Ungraded Items: ) Drop ungraded items

g

i@ Treat ungraded items as 0 &

Auto Update: [] Automatically keep final grades updated )

IMPORTANT: If the Drop ungraded items or Treat ungraded items as 0 option is changed after
any scores have been entered in the Grades area, all final grades will become out of date and
will require recalculation.

Choice l?rop Ungraded :I'reat ungraded
items itemsas 0
Option Meaning The Drop ungraded

items selection
ignores ungraded
items and displays
the current points
out of the scored
items.

Creates a running

The Treat Ungraded
Iltems as 0, treats any
non-graded items as
zero and displays the
current points out of
the total possible

total of the grade points.
book.
‘ Insure Grade Book H When recording H No additional ‘
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Accuracy

grades enter zeros
for any grade items
that a student did not
complete. This
insures that the
grade book will
calculate accurately.

information needs to
be entered. All
ungraded items are
automatically given a
0.

Final Grade Example -
after completing two
assignments Jane
Doe has a 89/100.

Jane's final grade
would show a
running total of
89/100.

Jane's final grade
would show a total
of 89/600.

(The total points
available for the
semester is 600.)

7. To keep final grades updated after entering/changing grades or grade options (bonus setting),
click on the checkbox next to the words, "Automatically keep final grades updated." Leaving this
option unchecked will improve the speed with which the grade book loads during the semester
however, the final grade will need to be recalculated as indicated by a small calculator icon.

8. Click on the SAVE button.

Select Display Options
1. From the Course Home page navigation bar, click on the Grades link. The User List pane appears.

Grades Settings
2. Inthe Grades Area widget, click on the Grades Settings button. & The Personal
Display Options pane appears.
3. From the "Managing View Display Options" section, select the the desired options:

Display Options include:

User details
By default the students' first and last name appear in the Enter Grades area. Additionally, instructors can
select the username, email address, or Org Defined ID to also display in the Enter Grades area.

Grade details

Points grade displays the total number of points accrued for each grade item (e.g., 9/10). Grade scheme
symbol toggles whether or not a Grade scheme symbol is displayed in the user list when associated with
a grade item. Any custom grade schemes will also appear in this list. Grade scheme color displays colors
that are associated with a letter grade in any given grade scheme.

Characters displayed
By entering a number in the adjacent text box, an instructor can set how many characters of a grade
item or category will be displayed on the User List. The value set must be between 0 and 50.

Repeat user details every ___items
This option controls the number of grade items that appear consecutively before the student
information is repeated. About 5-7 is recommended.
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Repeat grade item details every ___ users
This option controls the number of users that appear before the column header is repeated in the User
List.

Repeat final grades
These options allow instructors to repeat the calculated final grade at the start of the User List, repeat
the adjusted final grade at the start of the User List, or both.

EXAMPLE:

Personal Display Options

¥ Personal ¥ Org Unit " Calculation
—/ Display Options 2’ Display Options 2 Options
Cancel Save

Managing View Display Options

User Details: || Username
| Org Defined ID
|Email
Grade Details: [7] Points grade
7] Grade scheme symbol
7] Grade scheme colour

* Characters Displayed: nymber of characters to display for Text items (15

+ Repeat Users Details: Repeat user details every |5 items
+ Repeat Grade [tem Details: Repeat grade item details every [10 | users
Repeat Final Grades: [7|Repeat calculated final grade at the start of the user list
|Repeat adjusted final grade at the start of the user list
Start Page

Default Grades Area: [Enter Grades  [w]

Cancel | [save|

1. To set course level or student view of the display options click on the Org Unit Display Options

?‘,. Org Unit
button. = Display Options

2. Select from the following options:

Managing View Display Options
**Decimals displayed
Specify the number of decimal places visible to instructors.

Submissionn View Display Options
**Decimals displayed
Specify the number of decimal places visible to students.

**|t is important to keep these numbers the same as different decimal places can give the
impression of different grades and affect the . For example: D2L will round down an 89.4toa B
while and 89.49 will be rounded to an A.

Submission view display options
Everything in this section pertains to the students' view.
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Grade details

Points grade displays the total number of points accrued for each grade item (e.g., 9/10). Grade
scheme symbol toggles whether or not a Grade scheme symbol is displayed in the user list when
associated with a grade item. Any custom grade schemes will also appear in this list. Grade scheme
color displays colors that are associated with a letter grade in any given grade scheme.

Characters displayed
Specify the number of characters displayed for a text grade item.

Final grade calculation

This option shows the final grade calculation formula to the students, and is ignored when the
Formula grading system is used.
EXAMPLE:

Org Unit Display Options

¥ Personal ¥ Org Unit i Calculation
" Display Options " Display Options =% Options
Cancel Save

Managing View Display Options
= Decimals Displayed: nymber of decimal places to display |2

Submission view Display Options

Grade Details: 7] Points grade
| Grade scheme symboal
"1 Grade scheme colour

+ Decimals Displayed: nymber of decimal places to display |2
+ Characters Displayed: nymber of characters to display for Text items 15
Final Grade Calculation: =|Display final grade calculation to users

ePortfolio Artifacts: (] Allow users to add their grades to their ePortfolio

Cancel Save

3. Click on the Save button.

Step 2: Creating and Setting Up Categories

Categories are essential in a weighted grade book and optional in a points grade book. Think of
categories as syllabus components that contain more than one item. In a points grade book categories
are used as an organizational tool. In a weighted grade book, categories are used to specify the total
weight a group of grade items contributes to the course final grade.

Dropping the Lowest and Highest Grade

1. Instructors must create a category also in order to drop lowest or highest grades from a set of
grade items.

2. Allitems in the category must be the same points/weight value.

3. Instructors must use the Distribute points across all items features
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To create a category:

1. From the Course Home page on the Navigation bar, click the Grades link. The User List screen
appears.

E—le Manage Grades

2. Inthe Grades Area widget, click the Manage Grades button °

w

%= New
Click New Category F category . The New Category page appears.
4. Inthe Name text box, type a name for the grade category

New Category

T Grades “ge New
—i! List Category

Properties Restrictions

Cance| Sawe and New | Sawe |

General

“NAME:  orper Development

Short Name:

Carser

5. If desired, in the Short Name text box type an abbreviated name for the grade category
6. If extra credit or bonus items in this category will affect the final grade select "Can Exceed"

Grading
Can BExceed: |

Exclude from Final Grade Calculation: |

Distribution: Distribute points across all items
i0 Points par itam
fu] Mumber of highest non-bonus tems to drop for =ach user
a Mumber of lowest non-bonus items to drop for each user
Display Options
I\_':?‘,I Hide Display Opfions

Subrnission View: [ Display class average to usars §

|&] Display grade distribution to users

. |
Cancel Sawve and Mew | | Sawe

7. If all items within this category will be worth the same weight, select "Distribute points across all
items" If copying grade book from a previous semester, instructors who plan on adding new or
deleting existing grade items within the category will need to re-select this option.

8. To drop any number of lowest or highest non-bonus grade items within a category, in the
appropriate text box specify the number of items. The "Distribute points evenly" should be
selected for these options to be available.

9. To add another category, click on the Save and New button or if finished creating categories,
click on the Save button.
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Step 3: Creating Grade Items

Instructors can add grade items (i.e., assignments or other graded activities) and designate their name,
point value, weight, type, and date. Grade items may or may not be within a category. Formula, Text or
Calculated items cannot be placed within categories. The Grade Item Type choices are listed below:

Choose a Grade Item Type

Mumeric

Grade users by assigning a2 value out of a specified total number of points.
E.g. 8/10

Selectbox

Grade users by selecting the grade schame level that best matches their achiavemeant.
E.g. "Very Good" or "B+

Pass/Fail

Grade users using a simple pass/fail grade scheme,

E.g. "Pass" or "Fail"
Formula

Automatically grade users using a custom formula based on achievement on other grade
items.

E.g. Give users who received at least 50°% on all participation grade items a perfect
attendance bonus.

IF{ MIN{ [Pi.Percent], [P2.Percent] } = 50,0, 1

Caleulatad

Calculate users' cumulative achievement across multiple grade items.
E.g. Midterm Grade
AL+A2+Q1+0Q2 [ Total Max. Points * 100 = 73%

Taxt

Provide comments in the grade beok that are not caleulated in the final grade.
E.g. "Course Evaluation Completed”

Numeric
Grade users by assigning a value out of a specified total number of points. E.g. 8/10

1. Click on the Numeric grade type link.

2. From the Course Home page navigation bar, click the Grades link. The User List pane appears.
EFle Manage Grades
3. Inthe Grades Area click on the Manage Grades button. i
%] New
4. Click the New Item button. © Tem The New Item pane appears.
5. Inthe Name text box, type a name for the grade item.
6. If using categories, go to the Category pull-down menu and select the desired category for the

grade item.
7. To create a description of the item:
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Hide Description

Description: &

[ Allow users to view grade item description

e Click Show Description and type the text in the Description text box.
e Click on the Allow users to view grade item description checkbox to allow students to
view the description.
8. Select desired Grading options.
9. If the grade item type is Numeric, go to the Grading section and in the Max. Points and Weight
(if using a Weighted Grading Scheme) text box type the total number of points and/or the
weight of the grade item.

Points Grade Item Options

Grading

+ Max. Points: 10

Can Exceed: [~

Bonus: |
Exclude from Final Grade Calculation:

Grade Scheme: | .. pefault Scheme -- (Research and statistics) B

Weighted Grade Item Options

Grading

* Max. Points: I].D
* Weight: I].EI
Can Exceed: [

Bonus: [

Grade Schemes: |—— Default Scheme -- (Suj;l

10. If including extra credit points in this grade item, select "Can Exceed"

11. If the entire item is to be considered extra credit, select "Bonus."

12. If desired, choose a grading scheme.

13. If desired, choose display options by clicking on the Show Display Options link. In this
section instructors are able to choose to display the class average and/or grade distribution to
students. Here instructors may also override the default display settings for the grade item.
Once overridden, toggle Grade scheme colors, Points grade, Grade scheme symbol, and any
custom display settings.

14. Select the Restrictions tab.
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15. Select the appropriate Visibility option.
16. If desired, attach the desired release condition(s).
17. Click on the SAVE and New or Save button.

Entering Grades

Grades associated with a graded assignment such as the Dropbox, Discussions area, and Quizzes will be
automatically transferred into the Grades area IF each tool has been set up to do so. Specific directions
for these tools are located on the IDDS web site at:

Dropbox - http://www.ship.edu/IDDS/D2L/Tools/Working with the Dropbox/
Discussions - http://www.ship.edu/IDDS/D2L/Communications/Discussions/
Quizzes - http://www.ship.edu/IDDS/D2L/Quizzes/Creating a Quiz/

Spreadsheet View

The Spreadsheet view allows instructors to enter grades as if using an Excel spreadsheet. It is one of
many ways to enter grades.

p VTN User List

[% Enter Grades =l User /A Import ) Export
i E‘]: List 7 Grades ‘2 Grades

| Manage Grades . Display Options = &i| Switch to Standard View

[
|

r :
once,
glick the Switch to 12 fi2
= i =7
* To grade by user, r | T [j7a
ona L ]
o B i =TT
» :\:‘Enwﬁndas ore
W’u rs 3
leading s courssto [ 1|13 [ 1112 [ e
grade by uses,

1. Click on the Enter Grades button.
2. Ifin Standard View (not shown) click on the Switch to Spreadsheet View button.
3. Enter grades.
4. Click on the Save button to save the grades.
Exporting Grades

Exporting grades to a Desire2Learn course produces a comma separated values file (.csv), with the
students' information separated by commas. This file can then opened with Excel and saved as an Excel
file (.xIsx).
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NOTE: To maintain an up-to-date backup, export a Grades List several times during the semester as well
as at the end of the semester

=

On the Course Home Page navigation bar, click the Grades link. The User List screen appears.

Export
Click the Export Grades button Grades The Export Grades pane appears.

In the Export Options section, select the desired options.

In the "Choose Grades to Export," sections, select the appropriate grade items.
Click Export to CVS. The "Export Grades" dialog box appears.

Click the grade link. The "File Download" dialog box appears.

Click the Save button. The "Save As.." dialog box appears.

Find and select the desired save location.

Click the Save button. The "Download complete" dialog box appears.

10 Click Close. The grades are exported.
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How do | back-up my entire course at the end of the semester?

You can export components from your course offering to a file (zipped). User data is not exported. Associations
between components will not be exported (for example, Quicklinks, links to grade items, release conditions,
etc.).

The following components can be exported:

» checklists = external links = question library
= competencies = FAQ = quizzes
= content = glossary = calendar
= course files = grades (except calculated = self assessments
= discussions grade items) " surveys
= dropbox * navigation bar templates
(not navigation bars)
"  news

1. Click on the Edit Course link on the red navigation bar.

2. Click on Import/Export/Copy components link.

3. Select Export Components. If you want to include any files associated with components, select
Include course files in the export package. Click on the Next button.

4. Select the checkbox next to each component.

5. To export only certain items from a component, choose the Select individual items to export
option. This allows you to select, for example, individual quizzes, FAQ sections, dropbox folders,
etc.

6. When you are finished selecting components, click on the Next button.

7. If you chose “Select individual items to export” for any component in the previous step, the
Select Iltems page appears. This page lists all of the items and any sub-items contained in the
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10.

11.
12.
13.

14.
15.
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current component. (For example, on the Select Dropbox Items page, you will see all of the
dropbox folders and categories.)

Select the individual items and sub-items you want to export and click on the Next button.

To view sub-items, click the + icon next to an item or click Expand All at the top of the list. Not all
components have sub-items.

Repeat the previous step for any other components for which you chose “Select individual items
to export.” The Confirm Export Selections page appears. This page lists all the components that
are included in the export file along with the number of items selected for each component. You
can change the items selected within a component by clicking Modify. This takes you to the
Select Iltems page for that component.

Click Next to begin the export.

The Export Course Components page is displayed, showing the export progress.

When a component has been successfully exported, a green check mark appears beside it. If any
component fails to export properly, a red X will appear beside it.

When the process is finished, click Done.

A final Export Summary page is displayed where you can download the export file.

To download the file, click on the link that says Click here to download the export Zip package.
Choose a location to save the file and save it.

Note: If you do not download the file from this screen, it is lost. You cannot download it later.
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