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)ÎÔÒÏÄÕÃÔÉÏÎ 
 
This document has been developed to introduce you to YŜƴƴŜǎŀǿ {ǘŀǘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ ƭŜŀǊƴƛƴƎ 
management system, Desire2Learn (D2L). The various sections presented on the following pages will 
help you to learn how to use the different features within Desire2Learn. 
 
Desire2Learn can be used as a small component of a traditional course, such as to submit papers and 
check grades, or it can be used in a course where everything occurs completely online. 
 

/ÂÊÅÃÔÉÖÅÓ 
 
The following learning objectives are covered in this document: 
 

¶ Accessing Desire2Learn. 

¶ Understanding the Home Page. 

¶ Using the Calendar tool. 

¶ Using the Email tool to read and send messages. 

¶ Being able to use the Content tool. 

¶ Understanding the features of the Dropbox tool. 

¶ Participating in class discussions via the Discussions tool. 

¶ Taking an online assessment via the Quiz tool. 

¶ Checking your grades in the Grades tool. 

¶ Using the Locker tool to store files. 

¶ Logging out. 

¶ Being aware of system requirements. 
 

Desire2Learn on the Mobile Device  
Desire2Learn includes a mobile interface, accessible from an iPad, Android, or other mobile devices. 
Please see our booklet Desire2Learn on the Mobile Device for more information about mobile access. 
 

 
 
 

 
 
 
 
 
 
 
 
 
 

Version: June 11, 2013 

https://apps.kennesaw.edu/files/pr_app_uni_cdoc/doc/Desire2Learn-student_mobile_app.pdf


 

  5 

!ÃÃÅÓÓÉÎÇ $ÅÓÉÒÅς,ÅÁÒÎ 
The following instructions explain how to access Desire2Learn. 
 
1. Go to the following website: http://d2l.kennesaw.edu 

2. Click the Log In to KSU D2L link. 

3. Enter your NetID and NetID Password in the area provided (see Figure 1). 

 

 

 
4. Click the Login button.  

5. When you have logged in to Desire2Learn, the D2L My Home page will appear on your screen (see 

Figure 2).  

 
 

Figure 1 

Figure 2 

http://d2l.kennesaw.edu/
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4ÈÅ (ÏÍÅ 0ÁÇÅ 

On the D2L My Home page, you will find many options such as adjusting the Profile, Preferences, and 
Notifications (see Figure 3). The following describes features available on the Home Page. 

 

 
 
 

Profile  
The following explains how to adjust your profile. 
 
1. From the D2L My Home page, click Profile (see Figure 3). 
2. The Edit My User Profile screen will appear (see Figure 4).  
 

 
 

Figure 3 

Figure 4 
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3. Enter any information that you wish to share with others.  
4. Click the Change Picture button if you wish to set a profile picture. 
5. Click the Save button in the lower-right area of the screen when done. 
6. To return to the D2L My Home page, click the My Home button in the upper-left area of the screen 

(see Figure 5).  
 

 
 
 

Appearance and Accessibility  
The following explains how to locate the Appearance and Accessibility settings. 
 
1. From the D2L My Home page, click Preferences (see Figure 3 on Page 6). 
2. The Preferences screen will appear (see Figure 6).  
 

 
 
 
 

Figure 5 

Figure 6 
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3. Click the Appearance & Accessibility tab (see Figure 7). 
 

 
 
 
4. On the Appearance & Accessibility tab, you can adjust the settings as desired (see Figure 8). 
 

 
 
 

Figure 7 

Figure 8 
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5. Click the Save button in the lower-right area of the screen when done. 
6. To return to the D2L My Home page, click the My Home button in the upper-left area of the screen 

(see Figure 9).  
 

 
 

Notifications   
The following explains how to locate the settings for Notifications. 
 
1. From the D2L My Home page, click Notifications (see Figure 3 on Page 6). 
2. On the next screen that appears, you will see the settings for Notifications (see Figure 10). 
 

 

Figure 9 

Figure 10 
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3. On the Notifications screen, you can do the following: 
a. Have notifications sent to the email of your choice by clicking the following: Change your 

email settings 
b. Have notifications sent to your mobile device by clicking the following: Register your mobile 
c. Adjust the settings for notifications in the following three categories located on the screen: 

Summary of Activity, Instant Notifications, and Exclude Some Courses 
 

4. Click the Save button in the lower-left area of the screen when done. 
5. To return to the D2L My Home page, click the My Home button in the upper-left area of the screen 

(see Figure 11).  
 

 
 

News 
Any information (example: system downtime, updates, announcements, etc.) about the Desire2Learn 
system will be provided in the News area (see Figure 12). 
 

 
 

 

 

  

Figure 12 

Figure 11 
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Accessing Your Courses 
The following explains how to access your courses in Desire2Learn. 
 
Important Information about Course Access: 

¶ Even if you registered during Early Registration, your courses will not be visible in Desire2Learn 
until the official start date of the semester. 

¶ During Add/Drop, it will take 24-48 business hours after you register for your course access to 
become available in Desire2Learn. 

 
1. From the D2L My Home page, in the My Courses section, you will see the course(s) that you are 

currently enrolled in this semester (see Figure 13). Click the course of your choice. 
 

 
 
 
2. The Course Home Page will appear on your screen (see Figure 14). 
 

 

Figure 13 

Figure 14 
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#ÁÌÅÎÄÁÒ 
You can use the calendar in Desire2Learn to view important dates for your class. If your instructor 
chooses to do so, he or she may include the following types of events on the calendar: exams, due dates 
for important papers, office hours, etc. 
 
You can also ƪŜŜǇ ŀ άǘƻ-Řƻ ƭƛǎǘέ ƛƴ ǘƘŜ ǘŀǎƪ ŀǊŜŀ to help you stay organized throughout the semester. The 
following explains how to use the calendar in Desire2Learn. 
 
Finding the Calendar 
The calendar is located on your Course Home Page (see Figure 15). 
 

 
 

 
Viewing Events on the Calendar 
Your instructor(s) may choose to post important dates to the calendar. The following explains how to 
find these events on the calendar. 
 
1. Click on a day on the calendar to view events. For example, as shown in Figure 16, if you want to 

view events for Monday, November, 12, you will click on the number 12. 
 
NOTE: Any day that has an event on the calendar will appear as bold. 

 

 

Figure 15 

Figure 16 
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2. The calendar will open on your screen allowing you to view events for the day, as shown in  
Figure 17. 

 

 
 
 

3. To change the view of the calendar, click any of the options shown in Figure 18. 
 

 
 
 
4. To return to the D2L Home Page, click the My Home button located in the upper-left area of the 

screen. 

Figure 17 

Figure 18 
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Adding Tasks 
Desire2Learn allows you to post tasks to help you stay organized, which is explained in the following. 
Your tasks are only visible to you. 
 
1. On the calendar, click any day allowing you to enter the Calendar tool. For example, you could click 
ƻƴ ΨмнΩ in Figure 19 to enter the calendar. 

 

 
 
2. Next, click Add a task (see Figure 20). 
 

 
 
 

3. Enter the name of the task to be added (see Figure 21). 
 

 

Figure 19 

Figure 20 

Figure 21 
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4. Press the Enter key. 
5. Click the item in the Tasks list (see Figure 22). 
 

 
 
 

6. Click Due someday (see Figure 23). 
 

 
 

 
 
7. Enter the date when the task should be complete (see Figure 24). 
 

 
 

Figure 22 

Figure 23 

Figure 24 
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8. Click the Save button as shown in Figure 25. 
 

 
 
 
9. The task will be added as shown in Figure 26.  

 

 
 
 

10. Click the Course Home button in the upper-left area of the window to return to your Course Home 
Page. 

 

  

Figure 25 

Figure 26 
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%ÍÁÉÌ 
The Email tool can be used to send and receive emails within Desire2Learn. This email tool is separate 
from your student email account. The following explains more about using the email tool within the 
Desire2Learn application. 

Opening Email  
The following explains how to open the email tool within Desire2Learn. 
 
1. Click the Email button shown in Figure 27. 
 

 
 
 

2. 5ŜǎƛǊŜн[ŜŀǊƴΩǎ ŜƳŀƛƭ ǘƻƻƭ will appear on your screen (see Figure 28). 
 

 
 
 
 

Figure 27 

Figure 28 
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Reading Your Email Messages 
The following explains how to check your email messages. 
 
1. If you are enrolled in multiple classes, you can use the Filter By option as shown in Figure 29 to 

select the class of your choice. 
 

 
 

 
2. In the Folder List area, you will see the folder for the Inbox (see Figure 30).  If a number appears next 

to the Inbox folder, this number indicates the number of unopened emails that you have received.  
 

For example, in Figure 30, you see the number 2 next to Inbox indicating that there are two 
unopened emails. 
 

 
 
 
 
 
 

Figure 30 

Figure 29 
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3. To open the email so that you can read the contents, click the Subject of the email, as shown in 
Figure 31. 

 

 
 
 

4. The message will appear on your screen (see Figure 32). 
 

 

 

 

 

 

  

Figure 31 

Figure 32 
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Sending an Email  
The following explains how to send an email to your instructor or another person in your class. 
 
1. Click the Compose button (see Figure 33). 
 

 
 
 
 
2. The Compose New Message window will appear on your screen. To send the email to your instructor 

or other people in your class, click the Address Book link as shown in Figure 34. 
 

 
 
 
 
 

Figure 33 

Figure 34 
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3. The Address Book window will appear on your screen (see Figure 35). You will see the names of the 
people in your class in the area shown in Figure 35. 
 

 
 
 

4. If you are enrolled in multiple classes, you can use the Filter By option as shown in Figure 36 to 
select the class of your choice. 
 

 
 

Figure 35 

Figure 36 
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5. Next, click to select the name(s) that you want to send a message to in your email (see Figure 37). 
 

 
 
 

 
6. Then, click one of the following, as shown in Figure 38: 
 

To  ς  Select this option if the recipient is directly affected by this email. 
Cc  ς  Select this option if the recipient should know about the email, but is not directly involved. 
Bcc ς  Select this option iŦ ǘƘŜ ǊŜŎƛǇƛŜƴǘ ǎƘƻǳƭŘ ƪƴƻǿ ŀōƻǳǘ ǘƘŜ ŜƳŀƛƭΣ ōǳǘ ƻǘƘŜǊǎ ƭƛǎǘŜŘ ƛƴ ǘƘŜ ά¢ƻέ 

ŀǊŜŀ ŀƴŘ ά/cέ ŀǊŜŀ Řƻ ƴƻǘ need to know that he or she received a copy of the email. 
 

 
 
 
 
 

Figure 37 

Figure 38 
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7. After you have added all of the recipients, click the Add Recipients button (see Figure 39). 
 

 
 
 

8. Next, enter a Subject and your Message, as shown in Figure 40. 
 

 
 
 

Figure 40 

Figure 39 
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9. Click the Send button (see Figure 41) when you are done. 
 

 
 
 

10. The Send Results window will appear on your screen. Click the Close button. 

#ÏÎÔÅÎÔ  
The Content tool is where you will find course materials that can include the following: syllabus, lecture 
slides, assignments, etc. The following explains how to use the Content area. 

Accessing and Viewing  the Content  
The following explains how to access the Content area.  
 
1. From the Course Home Page, click Content (see Figure 42). 
 

 
 

Figure 41 

Figure 42 


















































