Online Teaching 101: D2L Login, Communication, Assignments & Grading

Training Video
Watch zoom hands-on training session:  https://mediaspace.msu.edu/media/D2L+Intro+101+-+Login%2C+Communication%2C+Assignments+and+Grading%2C+Oh+My%21/1_k7rbzag6
Login + Find classes

1. One of the most important steps to take to ensure classes can continue online is to activate your course in D2L.
2. Log into D2L and click "View All Courses" under the "My Courses" section.
3. Select the course and then click "Course Admin" from the menu.
4. Select "Course Offering Information," check the box "Course is Active," and save.
5. MSU sets up every credit-bearing course section at MSU in D2L each semester and enrolls all students.
6. D2L is recommended as a place to add your syllabus, readings, and engage with your students online.
Send e-mails 
Email From Instructor Systems
1. As your initial form of communication with students, it is important to inform students often about course changes and expectations.
2. Use the Instructor Systems email tool from the Registrar’s website to send messages to your whole class, or you can use Spartan Mail for individual and small group communications.

Email From D2L
Watch: https://youtu.be/y2mv5vcgpns

Step-By-Step
Use the Classlist to view who is enrolled in your course, send email messages or instant messages, view shared locker files, and read their blogs if they have one. 

To find and contact other learners in your course with Classlist
1. On the navbar, click [image: The classlist navbar icon]Classlist.
1. On the All tab, select the check boxes beside the users you want to contact.
1. Click [image: The instant messages icon]Page or [image: The email icon]Email.
1. Enter your message. To add an attachment to your email, click Browse. 
1. Click Send.
Send Announcements to students

1. Watch: https://www.youtube.com/watch?v=Y5caLKP65t8
Create Assignments, Assessment and Grading

Brightspace D2L Tutorial Section on Assignments
https://docu-098765432190-=mentation.brightspace.com/EN/le/assignments/instructor/create_submission_folder.htm

Watch 
https://www.youtube.com/watch?v=nHiqtyf7pvI&feature=emb_title

Step-By-Step
1. On the navbar, click Assignments.
1. On the Assignments page, click New Assignment.
1. Enter a Name, Instructions, and add any Attachments.
1. Select an Assignment Type, Individual assignment or Group assignment. Group assignment enables you to have one submission per group, but you must associate the assignment with a Group Category. Any group member can submit and view files for a group assignment.
1. Select a Submission type. 
4. For File submissions, set the number of Files Allowed Per Submission and the Submissions rules.
4. For Text submissions, set the Submission rules.
4. For On paper submissions, set Marked as completed to one of the available options: Manually by learners, Automatically on evaluation, or Automatically on due date.
4. For Observed in person assignments, set Marked as completed to one of the available options: Manually by learners, Automatically on evaluation, or Automatically on due date.
1. Do any of the following:
5. To receive an email message when a new submission is uploaded to this assignment, in the Notification Email field, enter your email address, or a comma-separated list of email addresses.
5. To associate the assignment with a category, select a Category or click New Category.
5. To assign a score, in the Score Out Of field, enter a value. If there's also an associated grade item, maintain consistency by matching the value of the Out Of field to the grade item's Max. Points value.
5. To associate the assignment with a grade item in your grade book, select a Grade Item, or click New Grade Item. Note that only numeric grade items can be associated with assignments. 
5. To change the display settings for the assignment's grade item, click the Student View Preview context menu, then Edit Display Settings.
5. To associate a rubric to the assignment, click Add Rubric, or Create Rubric in New Window.
5. To hide annotation tools in the document viewer, under Annotation tools, uncheck the Make annotation tools available for assessment check box.
Note: The use of annotation tools must be enabled for your course to see the option to disable annotation tools.
1. Click Save
The Basic Toolkit

Microsoft 365 Basic Toolkit for Faculty and Students
· Microsoft 365: Make documents/presentations/spreadsheets, etc.
· All students and faculty have free licenses for Microsoft Office.
· All students are able to access and create these file types.
· You can log in with your MSU NetID to use the web version or to download current versions from https://portal.office.com/.
Support
· For additional support, the MSU Service Desk is open 24/7 to help you transition to remote teaching:
· Call local: 517-432-6200, toll-free: 844-678-6200
· Chat: go.msu.edu/itchat
· Email: ithelp@msu.edu
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