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Starting to teach online or being asked to teach with a new learning management 

system can be overwhelming!  This module is designed to give you the basics for 

quickly putting together a new course using D2L and some guidance on how to 

manage your first online or hybrid course. 

Guiding Questions 

• Where do I begin? 

• What goes where and how do I put it together? 

• What are the essential skills I need to have to be successful? 

• Once my course is ready, how do I work with and manage my students? 

• Where can I go to learn more? 

What’s in this Handbook? 

 
Getting Started Checklist ........................................................................................................................ 4 

Your Blank Course Shell .......................................................................................................................... 5 

Overview Section .................................................................................................................................... 6 

Add Modules ........................................................................................................................................... 7 

Add Outcomes/Objectives ...................................................................................................................... 8 

Course Outcomes ................................................................................................................................ 8 

Module Outcomes .............................................................................................................................. 9 

Add Required Readings and Materials .................................................................................................. 10 

Textbook Readings ............................................................................................................................ 10 

Articles or other Documents ............................................................................................................. 11 

Links .................................................................................................................................................. 12 

Video/Audio ...................................................................................................................................... 13 

Set up Rubrics ....................................................................................................................................... 15 

Set up Grade book ................................................................................................................................ 15 

Complete Wizard .............................................................................................................................. 18 

Add Categories .................................................................................................................................. 18 

Add Items .......................................................................................................................................... 19 

Create Activities .................................................................................................................................... 21 

Create Discussions ............................................................................................................................ 21 

Create Dropboxes ............................................................................................................................. 25 

Create Quizzes or Exams ................................................................................................................... 26 

http://www.facultysupport.com/
https://secure.netsolhost.com/www.facultysupport.com/secure/mfc.php


D2L Bootcamp 
 

 http://www.facultysupport.com  Page 2 of 60 

 

Test Bank from Publisher .................................................................................................................. 26 

Creating A Quiz ................................................................................................................................. 26 

Add Activities to Modules ..................................................................................................................... 29 

Assign Dates .......................................................................................................................................... 32 

Assigning Dates to Modules .............................................................................................................. 32 

Adding Due Dates ............................................................................................................................. 33 

Add a Mid-Term Evaluation .................................................................................................................. 35 

Complete General Issues & Questions .................................................................................................. 39 

Complete Course Structure Section ...................................................................................................... 40 

Course Outcomes .............................................................................................................................. 40 

Course Expectations .......................................................................................................................... 40 

Course Grading Policy ....................................................................................................................... 41 

Tracking Your Progress ...................................................................................................................... 42 

Complete Course Overview Section ...................................................................................................... 43 

Complete Syllabus ............................................................................................................................. 43 

Complete Introduction ...................................................................................................................... 43 

Complete Meet the Instructor .......................................................................................................... 44 

Complete Class Ice-Breaker .............................................................................................................. 44 

Customize the Home Page .................................................................................................................... 46 

Create Your Welcome Message ............................................................................................................ 48 

Making Your Course Available .............................................................................................................. 48 

Managing Your Class ............................................................................................................................. 49 

Overview ........................................................................................................................................... 49 

Subscribe to forums .......................................................................................................................... 49 

Send an e-mail .................................................................................................................................. 50 

Post news .......................................................................................................................................... 50 

Monitor discussions .......................................................................................................................... 51 

Monitor Quiz/Exam results ............................................................................................................... 51 

Grade Essay Questions ...................................................................................................................... 52 

Grade Discussions with rubric ........................................................................................................... 53 

Grade Assignments with rubric ......................................................................................................... 54 

Check User Progress.......................................................................................................................... 56 

http://www.facultysupport.com/
https://secure.netsolhost.com/www.facultysupport.com/secure/mfc.php


D2L Bootcamp 
 

 http://www.facultysupport.com  Page 3 of 60 

 

View Reports of Student Activity ...................................................................................................... 56 

Viewing Mid-Term Survey Results .................................................................................................... 57 

Releasing the Final (Overall) Grade ................................................................................................... 57 

More Resources .................................................................................................................................... 60 

Help on D2L ....................................................................................................................................... 60 

University Resources ......................................................................................................................... 60 

 

  

http://www.facultysupport.com/
https://secure.netsolhost.com/www.facultysupport.com/secure/mfc.php


D2L Bootcamp 
 

 http://www.facultysupport.com  Page 4 of 60 

 

Getting Started Checklist 
When you start putting together an online course, there are a lot of pieces you need to coordinate 

together.  If you take time to organize your materials first, it can save you hours of set up time and helps 

to eliminate errors and mistakes.   

To learn more about planning for your course, visit the Planning the Content mastery module.  

• Learning Experience Designer Outline 

This spreadsheet allows to map out the entire flow and sequence of your course.   

o Learning Experience Designer Outline 

o Sample – MBA Marketing Course 

o Sample – Undergraduate Nursing Course 

o Sample – Graduate Teaching Course 

 

• Course Grading Worksheet 

This worksheet allows you map out learning activities that will be assessed, the point value for 

those activities, and the due dates for those activities. 

o Course Grading Worksheet 

o Sample – Course Grading Worksheet 

 

• Course & Module Outcomes/Objectives 

It is best practice to document and clearly communicate to your students outcomes or 

objectives for the course as well as each module or unit.  Course outcomes are often dictated by 

the school.  Developing all the module outcomes at once can be tedious.  Developing module 

outcomes can also be an iterative process as you build out the course. 

o Course Outcomes Mapping Template 

o Sample – Course Outcomes Mapping 

 

• Rubrics 

If you’ve never used rubrics before, now is a good time to start!  D2L has the ability to create 

and use online rubrics.  You simply pull up the rubric, click on each criteria, and the student’s 

score is automatically calculated.  It can really simplify your grading and dramatically decrease 

the amount of time it takes to grade.   

o Discussion Forum 

In general, you will get a better level of interaction from your students in a discussion 

forum if they are given a rubric in an advance.  You might be able to use the same rubric 

for each of your discussions. 

▪ Sample Discussion Forum Rubric 

 

o Graded Assignments 

Rubrics are an ideal tool for communicating to students your expectations for graded 

assignments.   

▪ Sample rubric – Marketing Plan (semester long project) 

▪ Sample rubric – Infographic example 

http://www.facultysupport.com/
https://secure.netsolhost.com/www.facultysupport.com/secure/mfc.php
https://secure.netsolhost.com/facultysupport.com/secure/mfc-module-expanded.php?module_id=5


D2L Bootcamp 
 

 http://www.facultysupport.com  Page 5 of 60 

 

• Syllabus 

If you’ve completed all the planning work above, you should have enough information to put 

together your syllabus.  Your department or school probably has a recommended syllabus 

template for you to use.  If not, a template for an online course is provided below.  Review the 

template below to see if there are additional elements unique to an online course you may want 

to add.  The template below was designed to meet guidelines established by Quality Matters. 

o Quality Matters Online Syllabus Template 

 

• Photo of yourself 

Simply adding a photo of yourself can dramatically increase your sense of “presence” in the 

course.  If possible, resize your photo to a width of 170 pixels. 

Your Blank Course Shell 
When you first login to D2L, your courses are listed on your home page.  Click on the course name.  At 

most universities, course shells for upcoming courses are created automatically.  Instructors are 

normally assigned based on the institution’s central systems, such as Banner.  If you cannot find your 

course, contact your Help Desk. 

 

The layout of your course’s home page may vary depending on your institution.  Later in this module, 

we’ll talk more about customizing this home page.  Take time now to simply click through all the tabs in 

the main navigation to see what is available under each tab. 
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Overview Section 
To start putting your course together, we’ll begin with the Overview.  From the main navigation, click on 

Content.  This is the first page students see under content.  It’s a good idea to add something for your 

students.  Keep in mind that students will only see this page once unless they click on the Overview link 

again.  Click on ‘Add a welcome message, overview, or description…” 

 

 

One approach is to simply add general information about the course. 
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Add Modules 
The next step is to add modules for each unit or module you’ve identified.  In many courses, there is one 

module for each week of the course.   

If you use the Learning Experience Designer Outline, use the headings for each column. 

Click on any of the ‘Add a module…’ links.  Type the name of the module. 

 
 

• Add Course Overview (START HERE) 

• Add Course Structure 

• Add General Issues & Questions 

• Number each of the modules remaining 

modules. 

• Use a meaningful name – not just Module 1, 

Module 2, etc. 
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Add Outcomes/Objectives 

Course Outcomes 
First, add the course outcomes to the Course Structure. 

1. Click on Course Structure.  Click on Add a sub-module. 

 

 
 

2. Type in ‘Course Outcomes’. 

 

 

  

http://www.facultysupport.com/
https://secure.netsolhost.com/www.facultysupport.com/secure/mfc.php


D2L Bootcamp 
 

 http://www.facultysupport.com  Page 9 of 60 

 

3. One of the reasons to sub-modules, is that it gives you place to type in descriptions.  These 

descriptions are critical to communicating to your students.  To access a description area, click 

on the module or sub-module name in the left-hand navigation.  Click on Add a description. 

 

 
 

4. An HTML edit box will be displayed.  Type in the Course Outcomes.  To make a bullet list, click on 

the bullet icon.  Click on Update. 

 

 

Module Outcomes 
Follow the same process for each of your modules. 
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Add Required Readings and Materials 
In a similar way, you can add information for students on required readings and materials for a 

unit/module.   

Textbook Readings 
1. Click on the module name in the left-hand navigation.  Add a new sub-module: Required 

Readings and Materials. 

 

 
 

2. In the left-hand navigation, click on Required Materials and Readings.  Click on Add a 

description.  Add the textbook reading assignment.  It is useful to include the title of the 

chapters as well as the number.  Click on Update. 
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Articles or other Documents 
1. To add an article or other document, click on New | Upload Files. 

 

 
 

2. Click on Upload.  Select the File.  Click on Add.  If students are just reading a file, it’s best 

practice to convert it to a.pdf.  

 

 
 

3. The file will appear in the list. 
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Links  
1. To add a link, click on New | Create a Link. 

 

 
 

2. Enter the title and the URL.  Click on Create. 

 

 
 

3. For external resources, a new page is displayed.  Simply click on Required Readings and 

Materials in the breadcrumb navigation to return to add more resources/links. 
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Video/Audio 
1. Locate the link for the video.  For example in YouTube, find the video, click on Share, and copy 

the link. 

 

 
 

2. To add a video or audio, click on New | Video or Audio. 
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3. Copy the URL into the dialogue.  If the video is found, the title and a preview will automatically 

be displayed.  Click on Save. 

 

 
 

4. The embedded video will be displayed.  Simply click on Required Readings and Materials in the 

breadcrumb navigation to return to add more resources/links. 
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Set up Rubrics 
The benefits of setting up your rubrics in advance is that you’ve taken the time to reflect on what is 

important for each learning activity you’ve assigned to the students.  As you actually create the activities 

later, you can include these details in the activity description.  You can also attach the rubric to the 

activity which will save you steps later on. 

For each rubric you’ve developed, 

1. Click on Assessments | Rubrics.  Click on New Rubric. 

2. Enter the Name.   

3. If you want each criterion or row to have different points, change Scoring 

from Points to Custom Points. 

4. Add descriptions for each Level (ie. Excellent, Good, Average, Needs 

Improvement).  From experience, it is recommended to have at least 4 

levels.  One level for ‘A’ performance, one level for ‘B’ performance, one 

level for ‘C’ performance, and Needs Improvement or Unacceptable.  In 

many cases, the right-hand column is assigned 0 points. 

5. Add descriptions for each Criterion.  The Criterion is usually a label. 

6. Add descriptions for Criterion for each Level. 

7. Complete the Overall Score definition.   

a. Replace the Level labels with the Level descriptions used above. 

b. Add a minimum score for each level.  For example,  first column represents an ‘A’ so the 

score would be the total score for the rubric times 90%; the second column represents a 

‘B’ so the score would be the total score for the rubric times 80%; etc. 

8. When done, click on Close. 
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http://www.facultysupport.com/
https://secure.netsolhost.com/www.facultysupport.com/secure/mfc.php


D2L Bootcamp 
 

 http://www.facultysupport.com  Page 17 of 60 

 

 

9. The completed rubric: 
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Set up Grade book 

Complete Wizard 
1. Click on Assessments | Grades.   

2. The first time you access Grades, you will be prompted to complete the Wizard.   

3. In Step 1, select a Weighted or Points Grading System.  This example is based on the Points 

grading system. 

4. Respond to the remaining questions.  It is simplest just to take the defaults for each page. 

Add Categories 
1. When you start, the Grade book is empty.  If 

you have a lot of grade items, it is helpful to 

organized them in categories. 

2. Click on Create a New Grade Category. 

3. Enter the Name.  Click on Save and New until 

all the categories are added.  
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Add Items 
1. Click on New | Item. 

2. Select the Grade Item Type.  Most of the time, this is Numeric. 

 

 
 

3. In the item, add the Name, select the Category, set the Maximum Points, Add Rubric (for 

discussions).  Click on Save and New until all items added. 
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4. If the Course Grading Worksheet is completed, the grade book will mirror it. 
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Create Activities 
The next step is to create the activities students will be completing.  These are usually graded items. 

Create Discussions 
Before you create a discussion, it’s important to understand how they are set up.  Discussions exist on 

two levels – first as a forum, and then as topics.  A forum is a collection of topics.  You must first create a 

Forum before you can create the discussion topic.  For simplicity, you can create on general forum for all 

your discussions. 

1. From the main menu, select Communication | Discussions.   Select New | Forum.   

2. Enter the Name (Discussion Forums) and click on Save and Add Topic. 
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3. Enter the Title of the new forum (General Issues 

and Questions).  Add the Description. Click on 

Save and New.  The description will appear as 

instructions to the students.  General issues and 

questions provides students with another way to 

communicate with you and the class as a whole. 

 

 

 

4. Next add the Ice-Breaker.  The Ice-Breaker is a 

way for students to introduce themselves to you 

and to each other.  It’s best practice to have an 

ice-breaker in a fully online course.  Click on Save 

and New.  (If the Ice-Breaker is graded, click on 

the Assessment tab and set the Grade Item 

before closing the Topic.) 

 

   

  

http://www.facultysupport.com/
https://secure.netsolhost.com/www.facultysupport.com/secure/mfc.php


D2L Bootcamp 
 

 http://www.facultysupport.com  Page 23 of 60 

 

5. Next add your other graded discussions.  To expand the options in the HTML edit box, click on 

the three dots.  To add a link to the text, click on the Insert Stuff icon (Insert Link, enter the URL, 

add the text to show for the link).  In some cases, you may want students to post to the forum 

before they can see the other students’ posts.  If so, check the appropriate box.  Click on Save.  

Don’t close the discussion yet. 

 

 
 

6. Scroll back to the top.  Click on the Assessment tab.  Select the Grade Item.  Enter the Score.  

Add the Rubric (for discussions, it’s recommended to Add the Rubric to the Grade Item).   
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7. The forums topics will now appear in the list.  If the topic is graded, it shows Includes 

Assessment.  It also displays if students Must post first. 
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Create Dropboxes 
The easiest way for students to turn in their assignments is to use a Dropbox.   

1. From the main menu, select Assessments | Dropbox.  Click on New Folder. 

2. Enter the Name, select the Grade Item, enter the Score, Add Rubric, and enter the Instructions.  

Click on Save and Close. 
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Create Quizzes or Exams 
As an instructor moves to teaching online, the reliance on quizzes or exams as a way to assess student 

often shifts to other types of graded activities.  Quizzes and exams may still be used, but they may used 

in a different way.  For example, if a publisher test bank if available, a quiz can be set up for each week 

or module.  The quiz randomly selects 10 or 15 questions from the test bank.  Students are allowed to 

take the quiz as often as they want.  Each time a student takes the quiz, he or she will receive a different 

set of questions.  When used this way, it shifts the focus to learning the material rather than just 

receiving a grade. 

Test Bank from Publisher 
If a test bank is available from the publisher and Respondus is available, visit the Using Respondus with 

an LMS mastery module. 

Creating A Quiz 
1. From the main menu, select Assessment | Quizzes.  

Select New Quiz. 

2. Enter the Name.  Click on Add/Edit Questions. 

 

 

 

3. Click on New.  Select the Question Type. 

 

 
 

4. Complete the form.  Each form is different based on the type of question.  For simplicity, just 

enter the question, and the answer(s).   

5. When done with the questions, click on Done Editing Questions. 
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6. To have your quizzes automatically graded, you need to change additional settings.  Click on 

Submission Views.  Click on Default View. 

 

 
 

7. To have students check their answers, click on Show Questions? Yes.  Click on Show question 

answers.  Click on Save. 
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8. To have students see their grades, click on the Assessment tab, check on ‘allow attempt to be 

set as graded immediately upon completion’, select the Grade Item, check ‘Allow automatic 

export to grades’, set the number of attempts allowed.  Click on Save and Close. 
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Add Activities to Modules 
The elements are in place, now it’s time to put them together. 

1. From the main menu, click on Content to return to the module area.  Select the module to 

update. 

2. Add a sub-module – Discussion.   

3. Click on Add Existing Activities.  Select Discussions.  Select the Discussion. 

 

 
 

4. To make it easier for the students, it’s recommended to add a description to this block.  From 

the left-hand navigation, click on Discussion.  Click on Add a description.  Cut and paste the 

instructions for the discussion into the block description area. 

 

 
 

5. Use the left-hand navigation to select the module.   
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6. Add a new sub-module: Module Assignments. 

7. Click on Add Existing Activities.  Select Dropbox.  Select the Dropbox.  Click on Draft.  Switch it 

to Published. 

 

 
 

8. Click on Add Existing Activities.  Select Quizzes.  Select the Quiz.  Click on Draft.  Switch it to 

Published. 

 

 
 

9. To make it easier for the students, it’s recommended to add a description to this block.  From 

the left-hand navigation, click on Module Assignments.  Click on Add a description.  Provide 

information about the assignments and how they relate to the module outcomes. 
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10. You can verify what your completed module looks like by viewing it as student.  In the upper-

right hand corner of the browser, click on the down-arrow next to your name.  Click on View as 

Student. Navigate to the module area. 
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Assign Dates 
Another aspect of setting up your course is assigning dates.  Dates are assigned: 

• To make modules accessible.  It’s good practice to hide modules and reveal them as students 

progress through the course.  In general, modules are released a few days early to allow online 

students some flexibility in managing their assignments.   

• To provide students with due dates.  Many online students struggle with time management.  

Having due dates allow students to visibly see when assignments are due.   

• To close activities.  In some cases, you may want to close an activity so prevent students from 

submitting late work. 

Assigning Dates to Modules 
1. Select a module.  Click on ‘Add dates and restrictions…’. 

 

 
 

2. Click on Add Start Date.  Enter the date and time.  Click on Update. 
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3. Students will see the name of the modules, but won’t see the content until the date passes. 

 

 
 

Adding Due Dates 
1. Select the module.  Click on an activity.  Click on ‘Add dates and restrictions…’. 

 

 
 

2. Click on Add Due Date.  Enter the date and time.  Click on Update. 
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3. Activities with dates will appear in the Course Calendar on the course’s main page. 
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Add a Mid-Term Evaluation 
In a face-to-face course, we get immediate feedback from students from the questions we received, 

interactions in the classroom, and body language.  In an online course, it’s important to adopt a range of 

strategies for getting information on students on how the course is going.  One technique is to use a 

mid-term evaluation.  

1. Select a module near the middle of the course. 

2. Scroll to the bottom of the module. 

3. Add a sub-module – Mid-Term Evaluation.  Click on New | New Survey. 

 

 
 

4. Give a name for the survey, check Anonymous, add Instructions.  Note that the survey is 

anonymous. 
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5. Click on Survey Setup. 

 

 
 

6. Click on Add/Edit Questions. 
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7. Click on New | Long Answer Question. 

 

 
 

8. Add Title and Question Text.  Click on Save and New or Save. 
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9. When done adding questions, click on Done Editing Questions. 

 

 
 

10. Click on Save and Close. 

11. To view survey, click on Preview. 
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Complete General Issues & Questions 
1. From the left-hand navigation, click on General Issues & Navigation. 

2. Select Add Existing Activities | Discussions. 

3. Select General Issues & Navigation. 
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Complete Course Structure Section 
Most of the information contained in this section can be found in the syllabus.  It’s included here to 

emphasize important features and to make this information easier for students to access. 

Course Outcomes  
Course outcomes were added earlier in this process. 

Course Expectations 
For each type of assignment given, provide the students with explicit expectations.  (See the sample 

syllabus for more details.) 
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It is especially important to student expectations for you communications with them: 

 

Course Grading Policy 
Provide information about the how the students will be 

evaluated.  If completed this can be taken from the Course 

Grading Worksheet. 

 

To create a table, in the HTML Edit box, click on …, click on the 

Insert table icon, click and drag over the number of columns and 

rows. 
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Tracking Your Progress 
It’s important that students have a clear outline of what assignments are required, when they are due, 

the value for each assignment, and how they can monitor their progress.  An easy way to accomplish 

this is to copy and paste the Course Grading Worksheet into a block. 

 

 

To have the table outline show, click on the <> (HTML Source Editor) in the lower right hand corner.  In 

the text, change border = “0” to border = “1”.  To align the cells, drop down the Unordered List Icon, and 

select Align Right or Align Center. 

 

   

 

 

 

 

 

 

 

 

 

 

Finally, upload the Course Grading Sheet for the students to reference. 
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Complete Course Overview Section 
The final section to complete is the Course Overview Section. 

Complete Syllabus 
1. Review the syllabus and make any updates if necessary. 

2. Add a new sub-module Syllabus. 

3. Click on New | Upload. 

4. Click on Upload.  Browse for the Syllabus file.  Click on Add. 

5. You may also want to add a link to the school or program catalog. 

 

 

Complete Introduction 
This section allows you formally introduce the course to your students.  In a face-to-face course, this is 

what you would communicate in the first 3-5 minutes of the first course.  There are lots of ways to 

accomplish this: 

• Write 2-3 paragraphs in the description. 

• Create a PowerPoint and upload it. 

• Create a narrated PowerPoint and upload it. 

• Record a podcast and upload it. 
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• Record a video and upload it. 

 

 

Complete Meet the Instructor 
1. Add a new sub-module: Meet the Instructor. 

2. Type in your name, title, phone number, e-mail address, and a short biographical paragraph.  

Position your cursor at the top of page.  Insert your photo.  Click on the photo, drop-down 

Unordered List, select Align Right.  Use SHIFT+Enter for single-spacing. 

. 

 

 

Complete Class Ice-Breaker 
1. Create a sub-module: Class Ice-Breaker. 

2. Click on Add Existing Activities | Discussions. 

3. Select Ice-Breaker.   
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4. Copy and paste the discussion instructions to the block description. 

 

 

The final Course Overview section: 
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Customize the Home Page 
There are few things you can do to make the course home page more useful to your students.   

1. Click on Edit Course. 

2. Click on Widgets. 

3. Click on Custom Widgets. 

4. Click on Create Widget. 

5. Enter a Name: Course Faculty. 

6. Click on Content. 

7. Click on the Insert Image icon.   

8. Your photo should already be uploaded.  Click on Course Offering Files.  Check your photo.  Click 

on Add. 

 

 
 

9. Enter a description in the Alternative Text – Your name.  Click on OK. 

10. Hit Enter.  Enter your name and credentials. 

11. Highlight your name.  Click on B icon to make it bold. 

12. Click on Save and Close. 

13. Click on Homepages. 
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14. A list of default homepage styles is displayed.  For 

the active homepage, drop down the arrow next 

to the name.  Click on Copy. 

15. Click on the name of the new homepage to edit. 

16.  Scroll down to the widget area. 

17. Click on Add Widgets.  Click on Custom Widget.  

Select Course Faculty.  Click on Add. 

 

 
 

18. Click and drag the Course Faculty widget to the top. 

19. Position mouse over Content Browser widget.  Click on the X in the upper-right corner to delete.  

Only links are displayed here.  It’s easy for students to miss important elements of the course if 

they rely solely on the Content Browser. 

20. Click on Save and Close. 

21. At the top of the screen, drop down the list and 

select the name of the new homepage.  Click 

on Apply. 

22. Click on Course Home to view new home page. 
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Create Your Welcome Message 
It’s a good idea to include a welcome message for your students.   

1. Click on Course Home. 

2. On the News widget, drop-down the arrow.  Click on New News Item. 

3. Add your message.  It’s a great idea to also add an image.  An easy way to create an image is to 

create a Wordle (http://www.wordle.net).  Click on Publish. 

 

 

Making Your Course Available 
If your course is not automatically set up with a start date, you may need to make the course available 

to your students. 

1. Click on Edit Course. 

2. Click on Course Offering Information. 

3. Scroll down.  Update the Start Date.  

4. Click on Save.   

5. Click on Course Home to return to course.  
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Managing Your Class 

Overview 

• Subscribe to key forums so you receive a message when a student posts. 
• Just prior to class, you will want to send an e-mail message to all students.  Have 

students reply to you to be sure students are receiving your e-mails. 
• Best practice is to send at least one all class e-mail a week or post a News Item.  You might 

want to duplicate what you say in the e-mail as a News Item.   
• You should plan on visiting the course 5 out of 7 days to review activity: 

o Monitor discussions 
o Monitor quiz/exam results 
o Grade discussions 
o Grade assignments 
o Check user progress 

Subscribe to forums 

Depending on how you want to manage your workload, you may want to be notified when students 
post to a forum.  For example, you may want to be notified when a student posts to the general issues 
and questions forum. 

1. Click on Communication | Discussions.   
2. For General Issues and Questions, drop-down the arrow.  Click on Subscribe. 

 

 
 

3. Select your notification preference.  Click on Subscribe. 
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Send an e-mail 

1. Click on Communication | Classlist. 
2. Select the Students Only tab, click on 

checkbox to select all, click on E-
mail.    

3. Write message.  Click on Send.  
  
  
  
  
 

Post news 

1. Click on Course Home. 

2. From the News widget, drop-down the arrow, select New News Item. 

3. Provide the Headline and Message.  Click on Publish. 

4. If you want, you can set the dates when the message is available. 
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Monitor discussions 
1. Click on Communication | Discussions, or navigate to discussion forum in Content area. 

2. Click on the name of the discussion topic.   

3. Click on the name of the thread to view the entire discussion. 

4. Reply to students as needed. 

 

 

Monitor Quiz/Exam results 
1. Click on Assessments | Quizzes. 

2. Next to the name of the quiz, drop-down the arrow.  Select Grade. 

 

 
 

3. From this screen, you can view the number attempts and scores for a student.  Click on ‘attempt 

1’ to view details. 
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4. At the top of the screen, next to the quiz name, drop-down the arrow.  Select Statistics.  View 

User Stats.  View Question Stats.  View Questions Details.  This information can tell you if you 

have questions with which several students are having problems. 

 

 
 

Grade Essay Questions 
1. Click on Assessments | Quizzes.  

2. Next to the quiz name, drop-down the arrow, click on Grade. 

3. Click on Questions.  Click on the Essay question. 

4. Grade the response.  Use the navigation of the top to move to the next student. 
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Grade Discussions with rubric 
1. From the main navigation, click on Grades. 

2. Scroll to find the grade item for the discussion.  Drop-down the arrow and select Grade All. 

3. Click on the bubble icon to view the student’s posts and replies.

 
4. Complete the rubric, add feedback, and save. 

If you want students to view their actual score on the rubric criteria, the discussion must be graded from 

the grade book and the rubric must be associated with grade item. 

1. Open the course in two different browsers (for example, one in IE, one in Chrome).  Use one 

browser to view the discussions in context.  Use one browser for the actual grading. 

2. Click on Assessments | Grades. 

3. Click on the name of the student. 

4. Scroll to the discussion item.  Click on Show Comments and Objective Based Assessments. 
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5. Add your feedback.  Score the rubric.  Click on Save and Close. 

 

 
 

Grade Assignments with rubric 
For a dropbox, it is possible to score a rubric from the submission area and students will be able to view 

the rubric details.   

1. Select Assessments | Dropbox. 

2. Drop-down the arrow next to the dropbox.  Click on View Submissions. 
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3. Scroll down and click on the submitted file to evaluate. 

 

 
 

From the submission page, view the entry in the left-hand frame.  Click on the green rubric icon to score. 
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Check User Progress 
1. Click on Assessments | User Progress. 

2. Use this information to tell: 

a. Are students keeping up with the content? 

b. Are students logging in regularly? 

c. Are students doing well on their graded assignments? 

 

 
 

• Call or e-mail students that are falling behind. 

• Call or e-mail students that are doing poorly or missing assignments. 

View Reports of Student Activity 
1. From the left-hand navigation, click on Table of Contents. 

2. Drop down the arrow on the Related Tools button.  Select View Reports. 

3. From this report, you can see how many students accessed given course objects.  Click on the 

number to view details for a particular student. 
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Viewing Mid-Term Survey Results 
To view the mid-term survey results: 

1. Select Assessments | Survey. 

2. Next to the survey name, drop-down the arrow.  Select Statistics. 

3. Expand the responses. 

 

 

Releasing the Final (Overall) Grade 
First, ensure you have selected the appropriate grade to release: 

1. Select Assessments | Grades. 

2. Click the Settings link in the upper right. 
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3. Click the Calculation Options tab.  Under Final 

Grade Released, make sure the correct Final Grade 

is selected. 
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4. Click on Save.  Click on Close. 

5. Select Enter Grades.  Scroll to the right until the Final Grade column is visible.  Drop-down the 

arrow next to the Final Grade column.  Select Grade All. 

 

 
 

6. At the top of the page, drop-down the arrow next to Final Grades.  Click on Release All. 
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More Resources 

Help on D2L 
1. Click on Course Home.  Options for Faculty D2L Training, D2L Knowledge Base, and Respondus 

FAQ are available. 

 

 
 

2. This menu can be customized by institution, so your options may vary. 

University Resources 
1. Check with your institution to see what resources are available.    

a. Information Technology department 

b. D2L Help Desk 

c. Instructional Designer 
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