ROSALIND FRANKLIN UNIVERSITY OfMEDICINE AND SCIENCE
Educational Technology & Training

Desire”[earn: Faculty & Staff Introduction to D2L

Introduction | The Introduction to D2L course is designed for the beginning D2L User (Not intended for Students). Its goal is to
familiarize users with D2L, to ensure users can access D2L courses and can upload content. This course will cover
the following D2L components:

Login Procedure
D2L My Home Page

My Rosalind Franklin University Courses

Uploading Content to Course Content Area
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Step 1

D2L102(v8.1)_Intro

Accessing D2L - Login Procedure

To access the D2L Login Page:

Open your web browser and ENTER D2L.Rosalindfranklin.edu in the web address text box.
Or,

To access from the RFUMS home page, SELECT the Portals menu. SELECT Desire2Learn at the bottom of the
dropdown menu.

ND FRANKLIN UNIVERSITY

JENE AND SCLENCE

N DISCOVERY

Welcome to Rosalind Franklin University of Medicine and Science
Username: To access the
| Lesirs2

Password: Léarniﬁj Management
| System, please login
using your assigned

Elease nate yol Username and Password.

password is case

sensitive.

Your default login
information for D2L is the
same as the university

Browser Check email system

CLICK here, before you
login, to check your

System to ensure that Please be aware that
g’h‘j‘iha\’e any plug-ins your password is case
at your course corsitiine

requires,

To wiew the system
requirements, CLICK

the FAQ link after you  Ff'you require further assistance to log into D2L, contact D21 support. Be
login, specific while describing the issues you are experiencing so we can provide
a speedy solution. Our email address is D2L@rosalindfranklin.edu

@ Copyright 2004 DesiraZlearn Incorporated. All vights reserved,

Prior to your first login you will want to:
1. Run a system check (see arrow above)

A system check (available from the Course Home login page) automatically checks that your system configurations

LRy amMplgedwser version and display settings) are up-to-date and installed correctly. To run a,systgm check on
your computer, select the System Check link on the main Course Home login page.
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Step 2

Understanding the D2L My Home Page

My Home page

When you first log into D2L, you are presented with the My Home page identified with a rainbow colored page
header. The My Home page is a central portal to access all your courses and tools. There are groups of navigational
links—called the NavBar—Ilocated in the page header. These NavBar links allow access to the functions within D2L,

these functions will be discussed when we get to the Course Home page.

All of the NavBar links on the My Home page and Course Home pages are located in the same areas of the page
header to provide consistency for users. The links are specific to the level—University or Course.

There are three icon links on the NavBar.

(1)
o The University Seal ()to link back to the My Home page.

o An Envelope () to represent the presence of a new Email message and to access email.

o The Pager (-) to use as a quick text communication within D2L.

Most important link: The Logout link must be used whenever signing out of D2L. This will ensure that nobody can
use your permission level to change your course material.

My Home page NavBar
| My Home | Email | Locker | Calendar | FAQ | Links | | Help | Surveys | Logout |

ndar FAC Links
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In addition to the links on the page header there are a number of “widgets” (boxes with a blue band across the top)
where other links are located.

The Welcome widget (see below) contains links allowing you to customize your preferences, change your password,
create or edit a personal homepage, and create a profile.

Welcome &

welcarme, Marilynl

My Settings:

My Preferences

My Ermnail Address

My Password

My Personal Homepage
[ My Profile

B My Progress

An Updates widget displays the number of new emails and discussion board posts that are available for you to read.

Events information is linked to the Calendar tool. You can use this tool to create and view personal and organization-
wide events.

News contains posting for up and coming events and/or information at the University level. You have access to
change the News for your courses, but not at the University level. Check this section on a regular basis to keep up-
to-date on organization-wide news.

The My Rosalind Franklin University Courses widget allows you to access your courses, click the name of the
course listed in this area. You will notice the page header changes from the rainbow spectrum to a solid color,
indicating you have entered a course.
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Step 3

Accessing My Rosalind Franklin University Courses
Finding a course in the My Rosalind Franklin University Courses widget

Scroll down to the My Rosalind Franklin University Courses Widget located on the bottom center of the My Home Page

SELECT the "+" sign in front of the Quarter in which your class is located.

ndar FAQ Links

AND SCIENCE

performance of L.

Internet Explorer and Netscape are the recommended
browsers for our current version of D2L.

Plzase check to make sure you have the recommmended system
configuration.

Click Here

DZL Support

My Rosalind Franklin University Courses

005 Mon-Curricular Courses
( 300§_I_‘§._I9_rj—(2urricu\ar Courses

E‘W e

- G HNUTS0S - Professional Communication >

= ﬁZmW?ﬁuim COTrSE
B » MSE201A - MS Excel: Format & Calculation; Feb &, 10:00-11:30 am

B+ MEWLHLA - ME Word: Document Basics: Jan. 17, 2:00-3:30 pm
B/ » ¥an |./S Practice Course - D2l YANL

k3l

SELECT the course name link to access the course.

forms from your computer
and use this NEW revised
farm. CLICK the nEW CSR
FORM link to open the
farm.

Fill it out completely and
save it to your computer
with the course number
in the file name

2.4 CSR-

MPSY601A B.doc.

Send the completed form
as an email attachment to

02l Support
to be processed

Symantec Security -
Alerts

’ symantec..

Security Alerts

Note To return to the My Home page, click the My Home link in the course page header.
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The NavBar on the Course Home page header contains all the common navigational links for your course. Some
courses may not use all the links and they can be removed.

Course Home page NavBar

The NavBar on the Course Home page is appropriately different from the My Home NavBar. The standard links on
the Course NavBar are described below. If your course will not take advantage of the links or if you want to add a
link, direct requests to D2L_Support. Select the links below to learn more about the Course NavBar links.

| My Home | Email | Locker | Calendar | FAQ | Links | Quizzes| | Help | Surveys | Logout |
ROSALIND FRANKLIN UNIVERSITY My Home Email Locker Calendar FAQ Links Quizzes Help Survey Logout
& “I;;ll:ul;:';r I\r;trl;l::lu;:t‘il;m to DZL - D2L102 o =
Course Home Content Discussions Chat Dropbox Classlist Glossary Grades Welcome, Dlrector WednesdayJuIy 6, 2005
| Course Home | Content | Discussion | Chat | Dropbox | Classlist | Glossary | Grades | | Welcome | Date|

My Home - Links back to the My Home page

Email - Opens the D2L email tool

Locker — Accesses your personal locker to upload material for your use
Calendar - Used to schedule events within your course

FAQ - Provides an area to answer course specific Frequently Asked Questions
Links — Add links to other websites to augment course content
Quizzes - Create and manage quizzes

Help — Describes the functions for the tools in D2L

Surveys - Create and manage surveys

Logout - Log out of the current session of D2L as a security measure
Course Home - Links back the Course Home page

Content - Opens the Content area to create the course structure
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Discussion — Create a group or class discussion forum available whenever students are logged in
Chat - Hold synchronous discussions with other users while online

Dropbox - Assignment upload repository

Classlist — View all the users enrolled in the course

Glossary — Add course specific content

Grades - View and manage all course participant’s grades

Welcome - Identifies the logged in user

Date - Shows the current day and date

Content area

The Content link on the NavBar accesses the area within your course where all the course materials will be uploaded
and managed. The page will be empty except for the tools listed below. The Table of Contents will be created
automatically when the course structure is designed and created.

NOTE: Content can be added using many file formats but the fastest loading are Text and HTML files.
Typically Word, Excel, PowerPoint, and Acrobat are used, but may require the appropriate application to
load before displaying the content. File size is a major consideration when creating content material to
be used online.

The Search Content and Compile for Printing tools are available to all users. The Administration tools are only
functional for Faculty and Course Directors managing the course.
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Sample Content page heading.
ARTZ211-FAO4 Svllabus

[@] search content

&% compile for printing

Adrinistration

|l Content Display Settings
1 Manage Files

&. Manage Content

-0~ add Module

&% Add Topic

B Import Course

ErE..h?2Ehs € 9

The tools available on the Content page.

Icon links shown above
(available to all users)

[E] E — Edit topic

El A — Administer topic
M Hide table of contents
mﬁcﬂ Undock topic

"m Discuss topic
-?Get help with this topic

Give feedback on this topic
E Bookmark this topic

& Print this topic

4‘ Previous topic

iF’Next topic
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Step 4

Creating a new folder and uploading a file to that folder
You should already be in the course D2L102 - With today’s date
SELECT the Content link

SELECT the Manage Files link on the right side of the content page

SELECT the New Icon ( EFNew ) at the top right
ENTER a unique name
CLICK the OK button.

This places a new folder in the content area (Notice the folder in the folder list on the left side of the
screen)

SELECT the Folder you just created from the folder list

SELECT the Upload Icon ( 4-*“P'°ad) from the top right
Browse to the file you wish to upload
SELECT the Upload button

You have just uploaded a file from your computer to your new file for use in the content area on the D2L
server.

Step 5

Creating a Module and adding a Topic (file) from Step 4
SELECT the Content link to return to the Content Page
SELECT the Manage Content link from the Administration menu on the right

SELECT the Add Module icon ( “™- ) to the right of the course name
ENTER the Name of your module in the Title text box
CLICK the Save button

CLICK the Add Topic icon ( o ) inline with the Module created

D2L102(v8.1)_IntroductionToD2L_070208.doc 9 2/28/2007




ROSALIND FRANKLIN UNIVERSITY OfMEDICINE AND SCIENCE
Educational Technology & Training

SELECT the Course File link (= Course File

ENTER the Name of your Topic in the Title text box

CLICK the Browse button to locate the file you uploaded in Step 4
CLICK the Save button

You have added a topic using the file on the D2L server. SELECT the Content link to view the new Module
and Topic

Step 6

Creating a topic from a file on your computer.
From the main Content Page, SELECT the Manage Content link from the Administration menu on the right
SELECT the Add Topic icon next to the Module you created in Step 5

SELECT the Upload New File link (= Upload New File

ENTER the Name of your Topic in the Title text box

CLICK the Browse button to locate a file located on your computer

CLICK the Save button

This will bring to the Save to Course Files window, CLICK the Save button to add the file to your course files.
You have added a topic using a file outside D2L. SELECT the Content link to view the new Topic.
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