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Introduction

D2L Brightspad®— Daylight Experiencis an excellent tool for instructors. This documéas been developed
to introduce you to the applicatiomnd how to navigate the user interface.

LearningObjectives

The followingearningobjectives are covered in this document:

Accessng D2L Brightspace

Becoming familiar with the layout

Navigaingthe User Interface vih the Minibar

Setting up a profile, preferences, and notifications
AccesBiga course and té tools available in the course
Logyingout to end a session
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Accessing D2L Brightspace

The following instructions explain how to acc&&. Brightspace

1. Navigate tohttp://d2].kennesaw.edu
2. ClickLog In to KSU D2L Brightspace

LOGIN TO KSU D2L BRIGHTSPACE

Figurel - Login to KSU D2L Brightspace

Note: Uponfirst access to D2L Brightspace on a computiegce, click the following linllease click here for
a System Check before you log ik new tabwill open and he D2L System Checkeill evaluate you
computing devi ce’ D2LBagmppace@Daylight Expgrienaeearning Mahagement
System.

System Check:
Please click here for a system check before you log in.

Technical Assistance:
Faculty/Staff: email service@kennesaw.edu or call 470-578-6999
Students: email studenthelpdesk@kennesaw.edu or call 470-578-3555

Brightspace Training:
UITS Training Resources
UITS FAQs

Figure2 - System Check

3. Enter youNetIDandNetID Passwordh the area providedSeeFigure3).
4. ClickLog In(SeeFigure3d).

Username *

scrappy

Password *

| Log in |: o

Forgot your password?

Figure3-LogIn
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http://d2l.kennesaw.edu/

5. When you have logged in to D2L Brightspace, the iHaime Pagevill appear on your screen.

ooo @ e (]
ﬁ STAI1§EEINJ§{?\SI%‘§VSITY ggg &J ev @ Instruct-74 Account {:‘9}

Wednesday, April 4, 2018

Announcements Vv Campus Bookmarks

KSU Library
There are no announcements to display. Feethatkon Teaching: Studant Link
Feedback on Teaching: Faculty Link

Thank-a-Teacher

My Courses

KSU Library Search v

ISuperSearchl Books Inmd-c-id-snuos

Search for books, articles, images, &
more:

Figure4 - Main Home Page

The D2L Brightspace Minibar

The following describethe most prominent navigatiofeature availablen the D2L Brightspacmterface: the
Minibar. The minibar provides consistent accesshte main home pagesourses alerts and personal settings
no matter where you arén the Learning Management System [(&1S.

1] S KENNE;\N EEE &‘j é’ ﬁ Instruct-74 Account @
“—— OTATE [JNIVERSITY

Figure5 - The Minibar

My Home

Clickingly Homein the upperleft of the Minibar will take you back to the main homepage.

N e ey
STATE UNIVERSITY

ooo
ooo
ooo

—
E‘ E]! [r' Instruct-74 Account {@}

Wednesday, April 4, 2018

Announcements v Campus Bookmarks

KSU Library
There are no announcements to display. Feedback on Teaching: Student Link
Feedback on Teaching: Faculty Link

Thank-a-Teacher

My Courses

. a—
' KSU Library Search v

Figure6 - Main Home Page
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CourseSelecor

TheCourse Selectaconprovides access to your cours&®u can switch b&teen courses from the drep
down without returning toMy Home.You can also pin courses so thieynain at the top of the list.

Doo [ ] —® L
EJ E‘ @

ITS Training 74 - its_training_74 *

ITS Training 50 - its_training_50 4

Figure7 - TheCourse Selector Icon

Alerts

TheAlertssection will notify you when you have unreanhails, new alerts, and new activity in subscribed
discussion boards. Clicking each of these alert icons will provide additional information detailed below.

MessageAlerts icon
A red dot on theMessage alertgcon indicates new emails.

=

Figure8 - Message Alerts Icon

Note: Clicking theMessageAlerts icon gives direct access to the new email(s).

[==]x] —® L
B o= g o Q)

4 Instruct-3% Account sent: Question on weekly written assignment

2

Figure9 - Direct access to new message
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Update Alerts ton
A red dot on theJpdateAlertsicon indicatesiew announcemenitems, new grade ites, and upcoming due
dates for nhcompleted activities.

ja

Figurel0- Update Alerts

Subscription Alertdcon
The SubscriptiorAlertsiconprovides updates for topics and forums you have subsdrto in Disussions. A
red dot indicates a new alert

—

a.

Figurell- Subscription Alerts

Personal Settings

Clicking younameon thefar right of the Minibar expands thepersonalsettingsmenu. Thismenulets youset
up your pesonal profile, email and text notificationand account settingg.his is also where you go to log
out.

!'r \ ||£?_]||In~_~'1ruct-?d Account I @

Profile
Notifications

Account Settings
i

| Log Out

Figurel2- Personal Settings
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Editing Your Profile

The following instructionsglain how to edit your profile:

1. From theMinibar, clickyour NamgSeeFigurel3).
2. ClickProfile (SeeFigurel3).

ﬂ |rQ‘||Ins1ruct-?4 ﬂccouw@}

IProfiIe i 2 ’
MNotifications

Account Settings
k

| Log Out

Figurel3- Click Profile

3. TheEdit My User Profilpage appears. All fields are optional. Fill out ¢mes you want to share with
your students, such as yoweb site web address (SEgureld).
4. To personalize your profile with a photo, click tBkange Picturéutton (Segrigureld).

Edit My User Profile

Instruct-74 Account

Mickname

Homepage 3
https:/mywebsite.tst

Social Networks

Facebook Google

e.g. http:fwww.facebook.com/myusername e.g. https:#profiles.google.com/myusername

Twitter Linkedin

e.g. hitp:/twitter.com/#/myusername e.g. hitp:/wwaw linkedin.com/in/myusername

Personal Info

Tagline

Interests /Hobbies

Save and Close Save Close

Figurel4 - Updating Your Profile
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5. TheSelect a Profile Pictureindow appears. Cliddy Computet

Select a Profile Picture ¢
[ My Computer » I
@ My Locker >
Cancel
A

Figurel5- Select a Profile Picture Window

6. Drag and drop th@icture you wish to use for your profile picture into thx that say®rop file here,
or click below{SeeFigurel6).
7. ClickAdd (SeeFigurel6).

Select a Profile Picture

i
E Drop file here, or click below!
i

{t» Upload

Back Cancel

Figurel6- Add Picture

8. Your picture appears on your profile page.

Edit My User Profile

Instruct-74 Account

Nickname

Homepage

Change Picture
https:/mywebsite.tst

Social Networks

Facebook Google
e.g. http: fwww.facebook.com/myusername e.g. https:/profiles.google.com/myusername
Twitter Linkedln
e.g. http: /'twitter.com/#/myusername e.g. http: fiwww linkedin.com/in/myusername

Figurel? - Picture Uploaded to Profile
PagelOof 19



9. ClickSave and Closat the bottom of the page to complete your profile.

Save and Close Save Close

Figurel8- Save and Close

Online Status

When you are working online ID2L Brightspage/ou have the ption to either Appear onliner Always
appear offlineto your students (the system default is Appear onling The following explas how to adjust

this setting:

1. From theMinibar, clickyour Name(SeeFigurel9).
2. ClickAccountSettings(SeeFigurel9).

Il’ 'l Ilnsiruf_t-?4 ;"\CCDLI"ILQE:J

Profile

MNotifications

Account Settings e
s

| Log Out

Figurel9- Account Settings

3. TheAccount Settingpage appearsScroll down to theSigning Irsection.

Signing In
Online Status

® Appear online (when I'm logged in)
O Always appear offline

Which option should | choose?

Figure20- Signing In Section

4. Styouronline statusas desired.
5. Click theSave and Closeutton at the bottom of the page

Save and Close Save Close

Figure21- Save & Close
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Font Settings

D2L Brightspacgives you the ability to adjust the size of the text on your screen. Note that thisawill
change thesize of theextthata ppear s on your st ude ntinshow®maketbin s .
adjustment:

1. From theMinibar, click youName(SeeFigure22).
2. Acontextual menuappearsClickAccount SettinggSeeFigure2?2).

Ir '] Ilnsiruct-?d f'\ccou-ﬂ@;}!

Profile

MNotifications

Account Settings e
i

| Log Out

Figure22 - Account Settings

3. TheAccount Settingpage appears. Undétont Sizeclick thedrop-down to adjust font size
(SeeFigure23).

4. To improveReadability clikk the checkboxthat saysdUse the OpenDyslexic font to improve readability
(SeeFigure23).

Font Settings

=
Font Size o

\
Readability o

[1 Use the OpenDyslexic font to improve readability

Small

The quick brown fox jumps over the lazy dog.

Figure23- Font Settings

5. Click theSave and Closeutton at the bottom of the page

Save and Close Save Cloze

Figure24 - Save & Close
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Discussion Settings
D2L Brightspacgives you the ability to create discussions for your students. The following explains how to
adjust the global settings for discussions

1. From theMinibar, click youName(SeeFigure25).
2. Acontextual menwappearsClickAccount SettinggSeeFigure25).

Ir .] Ilnsiruct-?d Accou-wl@é}

Profile

MNotifications

Account Settings e
i

| Log Out

Figure25- Account Settings

3. TheAccount Settingpage appears. Click tHiscussionsab.

Account Settings

Account Settings Email

Figure26 - Discussions Tab

4. TheDiscussion Settingsill display. Make your adjustments, thelick Save and Clos® confirm your

settings

Figure27 - Save & Close
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Email Settings and Signature
The following explais how to adjust the global settings femaik as well as how to create a signature for your

messages

1. From theMinibar, click youName(SeeFigure28).
2. Acontextual menwappearsClickAccount SettinggSeeFigure28).

!r .1 |rQ\||Insiruct-?4 Accou-w@}'

Profile
MNotifications
ccount Settings

| Log Out

Figure28 - Account Settings

3. TheAccount Settingpage appears. Click thlgmailtab.

Account Settings

Account Settings Discussions

Figure29 - Email Tab

4. TheEmailOptionssettings page appears. To add a signature to yourilsnesater yourdesired text
within the Email Signaturé&eld.

Email Options

O Include original message in email replies
Save a copy of each outgoing message to the Sent Mail folder

NEmail Signature

O s GQ - Paragraph ~ B I Q v

Sincerely,
Your Instructor

Figure30 ¢ Email Signature

5. Make your adjustments, therlick Save and Clos® confirm your settings

Save and Close Save Close

Figure31- Save & Close
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The D2IBrightspace Course

The following explains hovotaccess a course and its tools:

Accessing a Course

1. Click theCourse Selectacon (SeeFigue 32).
2. Click thecourseof your choicgSeeFigue 32).

ooo —e

#| = & O

IITSTra'lning 74 - its_training_74 ( 2 ' )

ITS Training 39 - its_training_39 -?-

ITS Training 50 - its_training_50 I

Figue 32- List of Courses

3. The Course Homedgefor the selected coursappeas (SeeFigure33).

4. When you are on any course page, you can clicitizqddomebutton to return to theMain Home
Page(SeeFigure33).

5. You can alsase theCourse Selectaiconto access another courgSeeFigure33).

W. ITS Training 74 &J’ Er_].‘ @ Instruct-74 Account @

Course Home Content Discussions Assignments Quizzes Other v Classlist Grades Course Admin

ooo
ooo
ooo

Calendar v Content Browser v Announcements v
I Bookmarks 43 Recently Visited
Wednesday, April 4, 2018 P Welcome to Class! ~ X
Upcoming events - Getting Started > Welcome to class everyone! I'm looking
N forward to meeting you all.
Week 1 > 8 Y
. Please be sure to review the Syllabus and
Week 3 > ‘
There are no events to display. read chapter 1 for our class on Wednesday!
Create an event. Week 2 >

Show All Announcements

. Updates
Role Switch
& 10 New Emails
Current Role
-- My Role (Instructor) -- ~
Change Role

Admin Tonle e

Figure33- Course Home Page

Note: As you navigate D2L Brightspace, itisrecommended avoi d udungonhewiback
browser window. Instead, you should only use the links within D2L Brightspace for navigation.
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Accessing Tools in a Course

1. After accessing theourse home pageou will see the default navigation links fibre course.The
following provides a briedescription of the navigation links:

a.

b.

Course Home- Regardless of which page you are viewing within a specific course, this link will
always bring you back to tHéourse Home Pag@8eeFigure34).

Content— Content for your course can be managed on this page. Topics or modules can be edited,
copied, moved, and deleteGeeFigure34).

Discussions-On this page, you can set up discussions for the students in jass. articipants in

your class can post their own discussion threads to the topics that you create and respond to the
ot her st udenSeaiguredd). scussi ons

Assignments- Assignmergis where students will submit papgto you so that you can receive

and grade their workSeeFigure34).

Quizzes-D2L Brightspacgives you the ability to create assessments for your students on this
page(SeeFigure34).

Other— Clickirg Other provides you access to numerous other tools, sucAtsendance, Groups,

and RubricqSeeFigure34).

Classlist- This page provides you a list of the students in your class. If you clickpatific name

in the list, awindow will open that will allow you to compose an email message to that student.
Metrics can also be obtained on this page allowing you to see how students are performing in your
clasg(SeeFigure34).

Grades- This tool allows @u to post grades for the students in your cléSseFigure34).

Course Admin-You will find a variety of administration tools on this page, including

Import/Export Groups Dates,and FilesManagement(SeeFigure34).

. s r
dmﬁ;m;&@ﬁ Training 74 nnn [ Instruct-74 Account {c}}
ICour‘se Homel IContentI |D|scu55|ons| |A55|gnments| Quizzes ? Classllst IGradesI ICourse Admin I
Calendar v Content Brows Announcements v

Figure34 - Navigation Links

6. Click theHeaderswith adrop-down arrownext tothem to access the tool. For example, clicking on the
Announcementsheader will take you to thénnouncementsool.

Announcements]v

Welcome to Class! v

Figure35 - AnnoucementsHeader
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Accessing the Email Tool

The following instructions explain how &zcess your email in a course

1. Click theMessage Alertdutton on the Minibar (SeeFigure36).
2. Clickemail(SeeFigure36).

oog —® [ ]
oo * |
= 0 [S] g=gpa |

Ermm O

i Instruct-39 Account sent: Question on weekly written assignment
2

Figure36 ¢ Access Email

3. Youwill see the email inbox fdd2L Brightspad®@— Daylight Experiencen your screen

Folder List
S ¥inbox (14) Inbox £} settings
Compose Refresh Folder Management
| Drafts
I Trash ) . o .
Filter BY: TS Training 74 v Folder:  |Inbox v
[ Address Book
@ MovetoTrash B MarkasRead = -- Move To -- v £ Show Search Options
D Subject @ m From Date w Size
"Instruct-70
O New discussion thread idea = Apr 4, 2018 4:48 PM 0.1 KB
Account”
"Instruct-71
O Weekly assignment submitted = . Apr 4, 2018 4:47 PM 0.1 KB
Account” ...
I L e

Figure37 - Inbox

4. To return to theHome PageclickCourse Homeon the Navbar

ooo
ooo
ooo

&. é’ ﬁ Instruct-74 Account {é}
Content Discussions Assignments Quizzes Other ~ Classlist Grades Course Admin ~

Figure38- Course Home

ke~ TS Training 74
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Accessing the Calendar Tool

The following instructions explain how to access your calendar frorkitme Page

1. dick theCalendarheader

Calendar v

Wednesday, April 4, 2018 P

Upcoming events hd

There are no events to display.
Create an event.

Figure39- Calendar Header

2. TheCalendawill appear on your screen.

Agenda Day Week Manth List & Print L} settings p
< > Aprd, 2018 All Calendars (19 )~ ‘ April 2018 ,
m Set D | E Sun Mon  Tue Wed Thu Fri  Sat
et Dates mport Events

1 2 3 4 5 6 7
id 8 g 0 11 12 13 14
all day

15 16 17 18 19 20 21
8:00 AM " 22 23 24 25 26 27 28

29 30
9:00 AM
10:00 AM
11:00 AM

Tasks ~

Figure40- The Calendar

3. To return to theHome PaggeclickCourse Homen the Navbar

- . oog @ —e @ ) )
f ke, TS Training 74 & ¢ O et vancant (G
Content Discussions Assignments Quizzes Other ~ Classlist Grades Course Admin ~

Figure41- Course Home
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How to Log Out from D2L Bhispace

1. When you are finished usirtbe D2L Brightspad®— Daylight Experiengelick your name on the
Minibar (SeeFigure42).
2. ClickLogOQut (SeeFigure4?2).

[ Instruct-74 Account

Profile

Notifications
Account Settings

osou {2)

Figure42 - Logout

3. You willbe logged out oD2L Brightspac®— Daylight Experience

Additional Help

For additional support, please contact the KSU Service Desk:

KSU Service Desk for Faculty & Staff
1 Phone: 4705786999
1 Email: service@kennesaw.edu
1 Website: http://uits.kennesaw.edu
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