Desire2Learn 8.3 QuickStart Guide

Using the News Tool

The News tool provides a simple and quick way to share important class information with
students such as: course syllabus, assignment due dates, and special instructions-- all without
having to use the Content area. Documents can be attached to news items, and items can be
easily edited, re-organized and deleted as needed.

Creating News Items

1. From your D2L home page under My Courses, click the course title in which you would
like to add a News Item.

Instructor || Student
Course Actions
+ Mo College

= UW-Barron County

=1 UW-Fond du Lac
H Campus Governance
= 1101 - Fall 2009

GED123 Weather & Climate FUS

GLG170 Disasters-Living on Edge FOS

2. Onthe course home page, look for the News widget area in the center of the page. Click
on the New News Item icon. The New Item page appears.

News Item

Actions
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3. Inthe Headline box, type the desired headline for your new news item.

New Item Type title of
F N % N news item
= ews ew here
= © Item
) Go Back
General

+ Headline: IAssignment #5 Due Tomorrow

4. Inthe Content box, type in the text of your news item. If you would like to format the
text, click on the Advanced tab for access to formatting tools.

General

+ Headline: |A55ignment #5 Due Tomorrow

* Content: [Basicl Advanced |
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Just a reminder that Assignment #5 is due tomorrow at 11:59 p.m. You
should submit this assignment to the Assignment 5 folder in the

Dropbox.
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If you have further guestions about this assignment, please contact me
via email.|

karen.franker@uwc.edu

o L B Path: po# strong

Karen Franker — September 14, 2009



5. To make a news item available immediately, click on the Save button.

Save and Mew ‘h Save

If you want students to see the date the message was posted, click on the “Show Start

Date Beside Headline” box.

Availability

Show Start Date:| ¥ Show Start Date Beside Headline

Start Date: [September |[f#Ix][2009 =] [
[fosl[ieslfans]
End Date: [~ Remove Mews Item based on End Date

[2HoodanE

Mow

Assignment #5 Due Tomorrow
Posted Sep 12, 2009

™

Date now displayed
on News page
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6. To make the message available at a later date go to the Availability section and use the
pull-down menus to select the desired start date. It is not necessary to putin an end
date, unless you want the message to disappear from the News area at a certain time.

Availability

Show Start Date: ¥ Show Start Date Beside Headline

Start Date: |September |[20 x||2009 =] [Ef:
|2 xl|20~][pm =]
End Date: [T Remove News Item based on End Date
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Messages which you’ve set to be seen by students at a later date have a clock icon
beside their headline when viewed on your D2L page.

Assignment #5 Due Tcumclrrcl

7. To view your message as it will appear to the students click on the Course Home link.

Course Home | Content | Classlist | Discussions | Dropbox | Groups | Links | Gla

Edit Item
* Enter the headline in News »» Edit
the Headline text = %} Item

hinw
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Adding Attachments to News Items

You can attach files to any news item. File formats supported by D2L include: PDF, doc/docx
(Microsoft Word 2003 & 2007), ppt/pptx (PowerPoint 2003/2007), xls/xIsx (Excel 2003/2007),
ipg (JPEG-format photos), and gif (GIF-format photos).

1. To attach a document to a news item, stay on the Edit Item page and scroll down to the

Attachments area.
Availability

Show Start Date: W Show Start Date Beside Headline

Start Date: |September x||12 ~|{2009 ~| & M
[olfeslans]

End Date: [~ Remove News Item based on End Date

| septemberz][ 11 z]| 2009 7]

[10]=)|36 =lfam =]

Add a File I‘

2. Click on the Add a File button.

r-] ow

Attachments

3. Inthe file upload window, click on the Browse button to locate the file you want to

attach.
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" https:/ /uwc.courses.wisconsin.edu/?d2|_body_type=1&d2|_non alDia - |EI|5|

Please select the file(s) to upload from your
computer:

4 My Computer

(= Course Offering Files =
1. | Browse. ..

B sShared Files

My Locker

E@) Group Locker

4. Click on the name of the file that you wish to add to your news item and then click on

Open.
Choose file 21l
Look in: [ 3 Fusion Conf | e ® e E
@Fus‘.ion?_ﬂﬂg lessons learned presentation upload. pptx
@Mobile Learning (modified).pptx
@smﬂng.organized.pptx
My Documents
.
.
ADM-W400052
A T
-
My Nebwork  ZSISE |Agenda for August 18 WLW docx =l Open
Flaces
Flesoftype: [l Files (") x| T Genesl |
e

5. Click on the Upload button to upload your file.
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https:/ fuwc.courses.wisconsin.edu/?d2]_body_type=1&d2] |

=10/ x|

@ My Computer Please select the file(s) to upload from your

computer:
=1 Course Offering Files
! 1. |C:1Dcu:umems and Setting  Browse... |
) shared Files

My Locker
Group Locker

Cancel

6. The file name will now appear in the Attachments area of the Edit Item page.

Attachments

Add a File

Agenda for August 18 WLW.docx (15.06 KB) T
Source: My Computer
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7. Click the Save button in the lower right corner of the Edit Item page. When you go to

the Course Home page you will now see a link to the attachment at the bottom of your
news item.

Assignment #5 Due Tomorrow ®© .
Posted Sep 12, 2009

Just a reminder that Assignment #5 is due tomorrow at
11:59 p.m. You should submit this assignment to the
Assignment 5 folder in the Dropbox.

If you have further questions about this assignment,
please contact me via email.

karen.franker@uwc.edu

Attachment(s):
Agenda for August 18 WL W.docx (15.06 KB)

Changing the Order of News Items

You can re-organize the order in which news items appear in the News area. By default the
newest items automatically appear on top, but this can be changed as needed.

1. Click on the Re-Order News Items icon below the News heading. The Re-Order pane
appears.

- ®
- | 13

News Item Actions
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2. Inthe Sort Order column, use the pull-down lists to select the number showing the
place where you want a given item to appear. Selecting “1” means that the item will
appear first, selecting “2” means that the item will appear second, etc. Click Save when

done.
Re-Order
_ News . New Re-Order
!—" ° Item -LTIL
\ -~
Grouping/News Items Start Date | End Date | Sort Order
WLW Archived Session Now Available Sep 20, 2009 - Il vi |
Assignment #5 Due Tomorrow Sep 12, 2009 - |2 'l
Course Re-Design Deadline Aug 20, 2009 - |3 vl
WisLine Web Tomorrow, Aug. 18 - Noon to 1:30 Aug 17, 2009 = |4 'l

3. Remind students that if they wish to view older news items they should click on the Show
All link at the bottom of the News area.

—

Karen
karen.franker®uwc.edu

Show All

Karen Franker — September 14, 2009



Editing News Items

1. To edit a particular news item click on the pencil icon to the right of the news item’s

headline. This opens the Edit Item window.

Assignment #5 Due Tomorrow (O \Eﬂ]

Posted Sep 12, 2009

In the Edit Item window go to the text editing area and modify the text as needed. Click
on the Save button when done. The editing changes now show up in the News area

when you click on Course Home.
Edit Item
1 News % Edit
' © Item

Save and New Save

& Go Back

General

* Headline: |A55ignment #5 Due Tomorrow

*Content: | pasic | Advanced

o [0 &y B G | |B U
x* aec
| ~Fomat - || - Fart famil x| - Fontsize ~ x| | T | &= 2 > | BI gl | obs.
Just a reminder thAt Assignment #5 is due tomorrow at 11:59 p.m. You
should submif #his assignment to the Assignment 5 folder in the

Dropbox.
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Deleting News Items

1. To delete a news item, click on the trash can icon next to its headline.

Assignment #5 Due Tomorrow (0 \Jﬁ

Posted Sep 12, 2009

2. When the “Are you sure you wish to delete the News Item” message appears, click on
OK. The news item is now gone from the News area.

\?(i Are you sure you wish to delete the Mews Item?

\~ Ok | Cancel |
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